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Chapter 1

Purpose And Program Organization

A,

Introduction

1.

The purpose of this Manual is to provide current Coast Guard recruiting
information and preocedures to Coast Guard Auxiliary Career Counselor
{CCy Staff Officers. The Manual follows the flotilla, division, and
distriect levels policy direction. BAuxiljary Manual,COMDTINST M16790.1
{Series), and is intended as a methods and guidelines outline to be
followed in recruiting personnel for the Ceoast Guard.

This Manual is divided into four chapters which cover the twoe Career
Counselor Program’s main areas of invelvement in Coast Guard recruiting:
Coast Guard Academy recruiting and the recruitment of both enlisted,
officer, and civilian personnel through the Recruiting Assistance Pro-
gram (RAP). In order for the CC Program to be truly effective in serving
the needs of individuals interested in jecining the Coast Guard as well
ag the Service needs, each CC Officer must become knowledgeable in the
total Coast Guard recruiting effort. CC Officers will undoubtedly en-
counter individuals with different backgrounds and qualification levels,
and therefore, must be able to direct these individuals to the Coast
Guard programs best for them. As a basic foundation, each CC Officer
should have a thorough knowledge ¢f the Manual’s content as a basic
foundation. To build on this foundation, CC Cfficers are encouraged to
attend the National Career Counselor “C” School held annually. (Enclo-
sure {l)) outlines the procedures and Web sites for applying to ™“C”
schools.

This Manual is net intended te cover all topies. It is quite possible
you will be asked questions which you can not answer. In such cases you
should refrain from disseminating inaccurate information. If you do not
know the answer, be honest and tell the candidate you will respond when
you have the correct information. A source for correct information is
only a phone call away. The first call which should be made is to the
CC Officer’s DSO-CC within the Auxiliary CC chain of leadership and
management (gee following section for description of the CC Program
chain cof leadership and management). Often times, CC Cfficers with more
experience can answer a wider range of more difficult questions. If the
guestion remains unanswered at the DSO-CC level, the DS5S0-CC will contact
the Academy Admissions Office or Local Recruiting Office to get the
correct answer and will then report back to the inquiring CC Officer
with the needed information.

B. Chain of Leadership and Management within Career Counseloxr Program

1.

The Auxiliary year runs from 1 January to 31 December, as does a typical
appointed staff officer term. The CC COfficer’s task, however, begins
with the schocl year in September. To execute a successful program, CC
Officers, at each Ruxiliary level, should be designated in August. This
action must be accomplished by talking with the appropriate elected
officers. Program continuity is worth the effort.

1-1



2,

For the CC Program to be effective, CC Officers at all levels should
follow and respect the chain of leadership and management when conduct-
ing Auxiliary and CC Program related business. The following is a
general description of each CC Officer position within the parallel
staffing process (please see Figure 1.1 on page 1-3 for a graphical
depiction):

a.

Division Chief (DVC-PA): Responsible for overall oversight and ex-~
ecution of the program. Reports directly to the Auxiliary National
Staff, Chief of the Coast Guard Recruiting Command and the Director
of Admissions at the Academy.

Branch Chiefs (BC-PA): Three CC Branch Chiefs oversee three differ-
ent geographical regions of the country {East, Central and West).
BEach BC is responsible for oversight of DS0-CCs within their geo-
graphical region and reports directly to the DVC-PA.

District Staff Officers (DSO-CC): Responsible for carrying out di-
rectives from the DVC-PA through BC~PAs within appropriate district.
Works directly with CGA Admissions Regicnal Coordinators (RC) and
Recruiters in Charge of Recruiting Offices. Oversees S0O-CCs and
F30-CCs in the execution of all Coast Guard Academy recruiting ini-
tiatives and RAP initiatives within their district.

Assistant District Staff Officer (ADSO-CC): Works closely with his/
her DSO-CC. Essentially, handles tasks of a DS0O-CCs in order to
ease their work load. The number of ADSO-CCs per district is based
on DSCO-CC discretion with District Commedore approval.

Division Staff Officers {S0-CC): Serves as a liaison between FS0-CCs
and the ADSO-CC or DSO-CC. Provides tasking to FS50-CCs to ensure
unified recruiting effort occurs at the flotilla level and to ensure
recruiting efforts are not duplicated. Provides constant feedback
to DSO-CC on status of recruiting efforts within their division.

Flotilla Staff Officers (FSO0-CC): Provides all basic work for Acad-
emy Recrulting and RAP initiatives. Works to get other flotilla
members invelved with the CC program. Carries out the direction of
their 30-CC and provides feedback on effectiveness of local recruit-
ing efforts.



Figure 1.1

Career Counselor Program Parallel Staffing Model

Career Counselor Program
Parallel Staffing Model

DVC-PA

BC-PA
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C.

Procedures

Procedures for reporting Career Counselor volunteer hours on forms: use
Activity Report-Mission, ANSC Form 7030 (Rev 1-99) (old CGAUX-26) and
Member Activity Report, BNSC Form 7029 (Rev 11-97}) (old CGAUX-31].

1.

By definition, a mission in the Career Counselor pregram occurs when
an Auxiliarist makes an appearance or travels to a specific leocation
to perform a Coast Guard recruiting mission. All mission hours
should be documented on the Activity Report-Mission, ANSC Form 7030,
{Enclosure (1)}}.

Use only the following categories to report mission hours for Career
Counselor recruiting efforts:

03 AIM MISSION
90 RAP MISSION

Examples of hours reported in the 0% AIM MISSION category should
include:

a. AIM Interviews

b. AIM Applicant Recruiting-Travel to Applicant’s Home
c. Schocl Visits- USCGA Information

d. College/Congressicnal Fairs -~ USCGA Information

e. USCGA Interviews

Examples of hours reported in the 90 RAP MISSION category would
include:

a. Working in a Recruiting Office

b. Any work outside your heme related toward recruiting for Coast
Guard enlistment and officer programs other than CG Academy.

The Cecast Guard recruiting office must account for Auxiliary refer-
rals and enlistments as part of the RAP Program. The recruiter will
code information on the Data Base Entry form sent to CGRC on the day
an applicant enlists. Work with your Recruiter in Charge to ensure
this happens. This is one way Coast Guard Headquarters records the
impact the Auxiliary is having on recruiting.

Examples cf hours reported and divided between the 0% AIM MISSION
and the 90 RAP MISSION categories would include the following:

a. Any of the above examples where the Career Counselor Staff
Officer spends half the time talking about the Coast Guard Acad-
emy and half the time about the Ccast Guard enlistment programs.

b. High Schoel Visits

c. College Fairs



7. Time spent in telephone discussions or conducting mailings in regard
to Career Counselor responsibilities or specific Coast Guard re-
cruiting efforts other than mission related hours should be logged

on the Member Activity Report Form ANSC 7029, (Rev 11-97)
{Enclosure {3}}. Again, 09 should be used for all time spent on
Academy related recruiting activities and 90 for RAP activities.

8. Auxiliarists should ensure activity hours are reported. Credit
should be given where credit is due!



Notes:
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Chapter 2

Coast Guard Academy (CGA) Recruiting

A. History of Coast Guard Academy Admissions and ABuxiliary Partnership

1. To meet the Coast Guard’'s program, diversity, and quality objectives,

and to compete successfully against other prestigious colleges and
universities, the Coast Guard Academy needed a structured, wide based
recruiting strategy to contact more students, visit more high schoels,
and attend more Ceongressional (Academy days) and college fairs. His-
torically, the Coast Guard Academy relied on the Coast Guard Auxiliary’s
Academy Introduction Mission ({AIM) Pregram and many cther volunteers,
i.e., {alumni, reservists, parents, Auxiliarists, and others) who worked
independently te attract qualified candidates. However, the task of
contacting students and schools as well as attending college was essen-
tially managed from CGA's Admissions Office.

This centralized program was limited in scope. For example, the Coast
Guard Academy had not attained the degree of national coverage it in-
creasingly needed to shape future graduating classes who would centinue
to meet the Coast Guard’s leadership and technical demands. Thus, to
extend the Academy’s reach, to broaden its student contact base, to and
strengthen its entering class profile {and subsequently its graduate
profile), the Admissions Office implemented a Coast Guard Academy Re-
gional Recruiting Network of volunteers, similar to the Naval Academy’s
Blue and Gold Organization. A Memorandum of Understanding (MOU) with the
Auxiliary was signed defining this new partnership tasking the Auxiliary
to be the “middle managers” of this network. This network has since
been named Coast Guard Academy Team Eagle (CGATE). Website at (http://
www.cgatenews.com) for up-to-date information on programs and pelicy
changes.

The Director of Recruiting Operations within the CGA Admissions Office
administers this regionalized program and supervises four CG Academy

Admissions Regional Coordinators {RC). In turn each cfficer oversees a
region of the country and works closely with their respective Auxiliary
District Staff Officer (DSQ-CC}. Each DSO-CC, while still responsible

for AIM and RAP oversight, now functions as a first line “manager” for
coordinating all CGA's field recruiting activities in their district.
The DSO-CCs provide guidance to each CGA velunteer in their respective
regions (Please see Figure 2-1 below for further clarification). As a
Career Counselor appointed staff office holder ({(ADSO-CC, S0-CC or FSO-
CC) one serves side by side with the cadre of other CGATE volunteers
which spread the “gocod word” about the Academy to the nation’s elite
high school students. Duties may include initiating and maintaining
communication with qualified CGA applicants {including applicants to
both summer programs, AIM and MITE}, c¢onducting applicant interviews,
visiting high schools, participating at Congressional and local college
fairs, conducting appointment presentations at high scheool award ceremo-
nies, and arranging visits to CG units for key candidates along with
other activities delegated by your District Staff Officer (D30-CC).
Obviously, numerous opportunities exist for the Auxiliary to support the
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Coast Guard Academy recruiting effort.

Admissions
Regional Cocrdinator ({RC)

District Staff Officer {(DS0O-CC}

Local CGA Parent’s Local

Volunteers Association Auxiliary

Al 1 S0s-CC
Active Duty N
Fsos-CC
Reserve
Retirees

Civilian Emplcyees

Figure 2-1 Coast Guard Academy Regional Recruiting Structure
B. General Coast Guard Academy Admission Requirements/Information

1. Qualification for CGA: Applicants must be a least 17 years of age and
not have reached their 23rd birthday prior to 1 July of the entrance
vear to the Cecast Guard Academy. Candidates must be United States
citizens, either U.S5. born or naturalized, at the time of entry into the
Academy. Also, applicants must have nc dependents, be unmarried, and
have no legal cbligations resulting from a previous marriage.

2. Applications: Each year the Coasts Guard Academy receives approximately
5,000 applications from which nearly 1,800 are fully evaluated and 425
to 475 receive appointments. The entering Class of 2000 was about 280
cadets. The Ceast Guard Academy does not require a Congressicnal nomi-
nation and there are no state gquotas. The Coast Guard Academy is the
only service academy which admits students based seolely on nationwide
competition. Applications are accepted as early as the end of the
candidate’s junior year. The deadline for preliminary initial applica-
tion is 15 December {Enclosure (4)}). The complete application {also
called Supplemental Forms) is due January 30th (Enclosure (5). CGA uses
a “rolling admissions process” meaning, those applicants who are first
to submit their Supplemental Forms and who become finalists will be the
first to have action taken on their applications.

3. Prerequisite Courses: To meet CGA's scholastic requirements, students
must be graduates of an accredited high school or equivalent. Candi-
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dates must have completed Algebra I & II, Plane or Coordinate Gecmetry,
and 4 years of English. Although not required, the following courses
are strongly recommended: Additional mathematics (Trigonometry, FPre-
Calculus, Calculus), and Science (BRiology, Chemistry, Physics). Foreign
language 1s not required for admission to the Cocast Guard Academy.

4. Required Tests: Candidates must have taken the timed Scholastic Assess-
ment Test I {SAT I) and/or the American Coliege Testing Assessment
{ACT) no later than the December administration of the application year.
The highest score cbtained in both the math and verbal sections will be
used if multiple tests are taken. Untimed tests are not accepted.

5. Fees: There is no application fee; however, candidates who are offered
and accept Coast Guard Academy appointments must pay an entrance fee of
approximately $3,000, Cadets receive a full four year scholarship. In
addition, cadets receive a monthly stipend of approximately $558.30 to

cover the cost of uniforms, textbooks, laundry, spending allowance, and
associated expenses.

6. Physical Fitness Standards: Full Appointments to CGA are tendered to
applicants pending the physical examination results done by the Depart-
ment of Defense Medical Evaluation Review Board (DODMERB}. No medical
waivers are granted. See Enclosure (6) for a list cof common medical
disqualifiers implied. As far as physical fitness is concerned, there is
no physical fitness test during the application process. However,
appointees reporting to the Coast Guard Academy will take the Physical
Fitness Exam (PFE} during their first week at the Academy and each
academic semester thereafter, The PFE consists of pull-ups {(modified
version for women), sit-ups, standing broad jump, 300 yard shuttle run
and a 1.5 mile run. The PFE is a 500 point test with a minimum passing
score of 250. Any incoming cadet who receives a PFE score of less than
200 points will be recommended for immediate disenrollment. Incoming
cadets who score between 200-249% points will be assigned to a physical
fitness advisor and be issued a specific developmental exercise routine.
If these cadets do not pass the PFE by the beginning of their second
academic term, they will be recommended for disenrcollment.

C. Detailed Explanation of Coast Guard Academy Admission Process
1. The Basiszs for Initial Selection for Admittance

a. The Academy’s broad program of intellectual, professional, physical,
and character development prepares the Coast Guard’s and America’s
future leaders. Thus, CGA seeks to enroll students of high moral
character who have a well rounded background of academic, leader-
ship, Extra-curricular, and athletic preparation.

b. The admissions process uses both objective and subjective criteria.
Objective criteria include an applicant’s high school rank (H5R) and

standardized test scores (SAT I or ACT). The subjective component
is a score determined by the Cadet Candidate Evaluation Board
{CCEB) .

c. The CCEB is comprised of three member panels of the Academy faculty
and staff. These panels individually evaluate a candidate’s total
record. Particular attention is given to strength of transcript,
essays, demonstrated leadership, extracurricular activities, employ-
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ment, community service, special talents, awards, and recommenda-
tions.

d. The combination of high school rank {HSR}, test scores and the CCEB
score results in the Candidate’s Principal Score (CPS5). Candidates
who meet or exceed the Principal Appointment Score {PAS), a cutoff
established for that year', and who are medically qualified, will
receive an appointment. TIf there are openings after the Principal
Appointment list is exhausted, candidates from the highly qualified
list of alternates (those with scores within 250 points of the Prin-
cipal Appointment Score) are considered.

e. Candidates are alsc selected from Coast Guard participants in the
Naval Academy Preparatory School (NAPS} program?. Unlike other ser-

vice academies, Congressional nominations or appeintments are not
required.

The Importance of the Candidate’s Principal Score and Its Function in
the Selection Process

a. The Candidate’s Principal Score {CP3) is carefully derived to pro-
vide the best numerical representation for an applicant. Indeed,
comparison of individuals is difficult, particularly in a highly
selective environment, without some measurement capability. CGA
admissions has designed the CPS to represent a wide variety of can-
didate aspects, including standardized test scores.

'Fach Noveomboer, the Principal BAppointment Score 1is established by a number of
variables including historical data treods in soclety, number of applications
expected, sizeof enterving alass based on graduatlion projeclions, olo,

“The NAPS program accepts individuals, including prior enlisted, whe demonstrate
potential as future candidales [or appolobment. They undergo 140 moenths of rigoer-
ous work in academics, military Lralning and compotilive sporls. Upon successiul

completion of the program, and mesting of the admission reguiremants, they are
offered an appointment. The purpose of NAPS is to cnlarge and diversify the
pooi of applicants for appointments.

To
and ACT scares are converted te a numerical score that corresponds to Lhe SAT I
acale: 200 to 800 polnt range. HSR mavy bs adjusted dependent upon class size,
competitivenass of school, and strength of the student’s curriculum. Only the

highest SAT I or ACT score is used for candidate evaluation.

eslablish an accurate numerical composite of scores, the CCEB =svaluation, HSR




k. The CPS has the fellowing components: the CCEB score represents 40%;
HSR is worth 30%, the math portion of the SAT I or ACT contributes
20%, and the final 10% reflects the verbal portion®’. The CCEB
evaluation allows subjectivity to balance the HSR objectivity and
test scores. (Tests cannot accurately indicate motivatioen, maturity,
determination and other subjective qualities in a candidate).

c. To be evaluated by the CCEB, candidates must meet minimum academic
gqualifications, i.e., they must have a combined HSR and standardized
test score minimum of 3350 points. A candidate who meets or exceeds
this standard, is deemed a finalist in the CGA admissions system.

Sample Candidate: HSR 5 out of 100 = &75 points (HSR points
are derived from Admissions formula}; SAT 670 M 600 V

30% HSR = 3 x 675 = 2025

20% Math = 2 x 670 = 1340

10% Verbal = 1 x 600 = 600
3965

This score qualifies the candidate as a Finalist.
CCEB scores: 700, 650, 600
40% CCEB = 4 x (700 + 650 + 600)/3 = 2600

Finalist Score + CCEB score = €563, the candidate’s Princip
Score.

d. If the Principal Appointment Score is set at 6550, for example,
this candidate would be offered a full appointment. A candidate
scoring 6300 and above, but less than 6550, would be placed on the
alternate list,

e. CCEB scores are relatively subjective and the admissions process,
although heavily numerical, is not an exact science. Determining
the potential of an individual’s capacity to perform and to become a
leader is a most difficult responsibility. Therefore, the Coast
Guard Academy has highly dedicated and experienced individuals,
using carefully chosen criteria, to help determine which candidates
will likely best serve and meet the Ccast Guard needs. Admissions
criteria are reevaluated annually. Available data on cadet perfor-
manc¢e and retention as well as performance after graduation are
analyzed as part of this process. In essence, the admissions process
is an “educated guess,” but a good guess.

3. Divexrsity Goals and the Admissions Process

a. The Coast Guard Academy’s goal is to appoint and to graduate a well
rounded group of cadets who can make a significant centribution to
the Coast Guard and the nation — individuals, who collectively bring
with them a broad range of perspectives, academic interests, experi-
ences, backgrounds, and talents essential to the quality of campus
life. To prepare cadets to cope with the rapidly changing society
and world they will face as officers, and to encourage their full
intellectual, professional, and personal development, cadets must
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have a broad, strengthening college experience.

The Coast Guard needs leaders who are genuinely committed to goals
and values regarding diversity. The Ccasts Guard cannot expect to
have an effective organization or to retain the support of the
greater American society unless the men and women within the Service
are representative of the scociety from which they were chosen and
charged to serve.

The CGA Admissions preogram employs an aggressive recruliting strategy
to seek out and to attract minorities and women to help achieve a
more diverse composite reflecting today’s society. The CGA Admis-
sions network works diligently to include all qualified individuals
within the scope of opportunity for appointment, and te establish
the Coast Guard and the Academy as potential career choices. 1In
particular, CGA Admissions identifies through the PSAT, SAT, and ACT
search service, high scoring minorities and women whe have expressed
an interest in one or more of the Academy’s majors. These focused
efforts are necessary because the traditional cocllege recruiting
network is relatively less effective in attracting mincrities and
women to military academies.

The admissions process is alsc sensitive to achieving diversity at
the Academy by ensuring the CCEB is aware of Coast Guard cultural
and societal needs. In carefully screening each applicant’s record,
CCEB members consider a vast array of objective and subjective
qualities in helping to determine final applicant selection.

CGA Admissions uses the same procedures for evaluating all appli-
cants. There is no “special” admissions process or gquota for any
individual or group. Those scoring below the finalist cutoff score
for other guidelines, e.g.) 1100 SAT minimum) are not coffered admis-
sien. In the next several years, the Academy expects to admit
classes which reflect a significantly greater percentage of minori-
ties and women than in the past. In striving to meet this desire
for a diverse student bedy, the Academy expects stiff competitien
from other selective colleges and universities, particularly from
the other Service academies, for the most highly qualified students.

For a complete discussion of diversity goals for the Academy, please
refer to the implementation strategy: Excellence through Diversity,
which is available through the Admissions Cffice.

Today, increased emphasis on achieving diverse student pcpulations
at colleges and universities is generally credited with providing
enhanced educational opportunities for a great number of individu-
als, including non-minerity students, who have benefited from expo-
sure to a wider cross section of American scociety.

In fulfilling a responsibility as a federal and educaticonal institu-
tion providing future leaders toc an organization which interacts
widely with the American people, the Academy has beth a moral and
public interest in ensuring all segments of our society are fully
represented. To that end, the Coast Guard Academy volunteer network
should utilize every effective recruitment tool available te help
meet the changing needs of the organization and socciety.
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4. Summary: The Essence of the Admissions Philosophy

Admission to the Coast Guard Academy is based on merit. In the past,
merit for college admissions purpcses was often narrowly defined in
terms failing to capture applicants from certain population segments.
The broad-gauged merit concept in our system is designed to eliminate
pre—existing biases and to expand the number of potential successes.
Indeed, students’ academic and personal credentials comparisons are
difficult. The Academy admissions process seeks the best and brightest
students by incorporating a wide range of desired individual attributes
and character traits such as intellectual ability, extra-curricular
activity, leadership, cultural perspectives, integrity, confidence, and
enthusiasm., The real challenge is to select a cross section of quality
students from a large group of highly talented candidates meritoricus in
many different ways.

D. “How To” Guides For Representing the Coast Guard Academy
1. College Fairs

a. Objective: To provide informatien on the U,5. Coast Guard and the
Academy, including, but not limited to, the following: the admis-
sions process, Academy Introduction Mission (AIM} Program, Minority
Introduction To Engineering {(MITE) Program and the Naval Academy
Prep School (NAPS). Auxiliary Career Counselors should also inform
less qualified students about other Coast Guard civilian career
employment and Ceoast Guard Auxiliary veolunteer oppeortunities as a
part of RAP.

b. Description: Every year, the Coast Guard Academy is invited to ap-
proximately 700 college fairs. These fairs provide the forum to
promote the Coast Guard Academy with its unique educaticnal and
career opportunities to those students who seek something extra-
special in their educational pursuits. In order to take advantage
of these forums, the Coast Guard Academy needs to find admissions
representatives who are able to provide information on the Admis-
sions processes, AIM, MITE, NAPS and the Coast Guard in general.

c. Process:

The DSO-CC gets information about college fairs from the CGA Admis-
sions Regional Coordinator (RC}). If a letter of invitation is sent
to the CG Academy, the RC will respond with a letter to the invitee
indicating the DSCO-CC will be the fair's coordinator. A copy of the
invitation and the response letter will be sent to the responsible
D30-CC.

(1) DSO-CC then provides a representative to attend the fair.

(2} DSO-CC provides the volunteer with recruiting materials and
College Failr Questicnnaires (Enclosure (6}).

{(3) Within one week after completion of the fair, D30-CC ensures
the college fair questicnnaires are completed by the repre-
sentative and sent to the Academy.

d. Format: Each college fair representative will be given a half or
full table to display materials (for a list of CGA promectional mate-
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rials see {(Enclosure {7)}. Students will roam from table-to-table
plcking up information and asking questions. Typical guestions will
concern tuition, majors and how the admissions process works.

e. Policy on Funding Fairs: In general, the Admissions Office will not
fund a volunteer to attend a fair due to budget constraints. How-
ever, a DSO-CC may request a particular college fair be attended.
These requests will be handled on a case-by-case basis.

f. Promotional Guidance: Your effectiveness as recruiter/presenter
depends on your knowledge and your attitude. Be prepared, know the
product, the materials, and yourself. Do not give a “canned pitch.”
Your cbjective is simple: to talk to people about the Coast Guard
and its Academy. The CGA Admissions Office is not only interested
in cards with names and addresses on them, but your talking to
pecple. Be yourself and be proud, You are a role model, represent-
ing the Coast Guard. The Coast Guard and the Academy has so much to
offer people, we simply need your help to get the word out!

(1) First, you want to be positive, friendly, and approachable.

{2) Second, determine whether or not the prospect is qualified
for CGA. Use common sense here; i1f the person has a physi-
cal disability they cbvicusly do not qualify for the Coast
Guard. Respect the applicant’s and your time. If they are
not admission qualified, be a professional and tactfully
tell them. Enlighten the applicant about other potential CG
programs and explain to each person how to contact their
local €CG Recruiters, if interest is expressed to do so.

{3} Finally, what is the person you are talking to seeking? Ask
them, encourage them to talk. The Coast Guard is not a
career match for everycne, nor does the Coast Guard desire
to be.

g. Qualification Procedure: The qualification procedure should be
started quickly, particularly if there is a large crowd at the
event. No time should be wasted. If a non-qualified prospect ap-
pears, courteously and tactfully explain the reason for their ineli-
gibility. The person should leave with a good impressicn of the
Coast Guard even though not eligible.

h. DON'T BE LATE! Allow for breaks and give some thought to booth
etiquette. Fating and drinking tends to discourage people from ap-
proaching because they don’t want to interrupt. You are there for
them, save your appetite for the break. Be “approachable” - unless
specifically prohibited, get out from behind the table, which often
acts as a barrier.

2. Congressional Fairs (Academy Days/Nights)

a. Objective: Toc provide informaticn on the U.S5. Ceast Guard and Acad-
emy, including, but not limited to, the following: the Admissions
process, Academy Introduction Mission (AIM) Program, Minority Intro-
duction Te Engineering (MITE} Program and the Naval Academy Prep
Schoocl (NAPS).



b. Description: Every year members of Congress hold Academy days and
nights to attract those students who are interested in attending a
United States Service Academy. These events provide the forum to
promote the Academy with its unique educaticnal and career opportu-
nities te specific, geal-oriented groups of students. For this
reason, a CGA Admissions Office goal is to attend 100% of these
events. To achieve this goal, the CGA Admissions Regional Coordina-
tors, DSO=CCs, and the local CGA volunteers need to watch carefully
for any Academy days/nights in their area, to ensure a CGA represen-
tative i1s notified and in attendance.

¢. Process: The D30-CC gets information about a Congressicnal Fair from
the CGA Admissions Regional Coordinator (RC}. If a letter of invi-
tation is sent to the Academy, the RC will respond with a letter to
the invitee indicating the DSO-CC will be the Congressional Fair
coordinator. A copy of the invitation and the response letter will
be sent to the responsible DSO-CC. The D30-CC then provides a repre-
sentative to attend the Congressional Fair. DSO-CC provides a wolun-
teer with recruiting materials and college fair questionnaire {En-
closure (7)}. Within one week after completion of the fair, D3S0-CC
ensures college fair questionnaire completed by representative and
sent to the Academy.

d. Format:

Typically, the Congressperson will make an introductory speech and
then intreduce the representatives in attendance. Each representa-
tive will be asked to make a short presentation (approximately 5
minutes) on a specific Academy. In some cases, the representatives
will also be allowed the opportunity to show a videc. Once the
presentations are completed, the Academy representatives will be
provided with tables to display materials to and answer questions
{similar to the cecllege fair formatj).

3. Student Fersonal Contact

a. Objective: The purpose of Student Perscnal Contact {5PC) is to en-—
able students to make an informed decision about the Coast Guard
Academy by learning about various programs through interactions with
CGA field representatives. A secondary cbjective centers around
clearly showing the students CGA is genuinely interested in them and
their potential contributions to the Cocast Guard.

b. Description: SPC can take many forms. From the simplest phone call
to in-depth interviews and CG unit visits, all of these enable the
student to understand CGA and the Coast Guard better and it clearly
illustrates a concern for them. To paraphrase Ralph Waldo Emerson,
“the secret of admissions (he said education) i1s respect for the
student.”

¢. Making Student Contacts:
{1l) Contact the student by appropriate means.

{2} Identify yourself as a Coast Guard Academy Admissions Repre-
sentative.



d.

f.

{3) Find out some basic information about the student {(hobbies,
interests, sports, part time work}.

{4) Document the contact on a log sheet.

Visiting the Student: Make an appointment to meet with the student.
There may be more comfort for everyone if a neutral location is
selected, while for others, visiting the student’s home may be best.
CAUTION: Never meet with a student alone in their home or your home.
Make sure someone else is present. Prepare yourself to answer ques-
tions. Get your materials together. Prepare an information folder
for the student (see Enclosure (8) for materials}. After meeting the
student, document the visit on a log sheet.

Unit Visits: Tdentify a local CG unit which may interest the stu-
dent. Contact the CG unit to gain support for the visit. Contact the
Operations Officer or Executive Officer to coordinate the visit.
Contact the candidate and ascertain if he/she would like to visit a
unit and when a visit is convenient for them. Propose a few visit
dates convenient for your candidate, you and the unit. It is better
to come up with a mutually agreed upon date than to compromise for a
nen convenient day. Attempt to set up a tour, demonstrations and
briefings. Try to center on the main unit mission as a central
theme, but also discuss other mission areas, if possible. After the
completion of the unit visit, document the visit for your records so
that you can compile a report.

Documentation: Ensure calls, candidate visits, and unit visits are
properly documented and returned to the Admissions Cffice. If you
sense any special attributes or character strengths of the student,
ensure this information is quickly conveyed to the Admissions Office
RC prior to the CCEB review.

4. Finalist Interviews/Mentoring

=

b.

<.

As a Career Counselor Staff Officer, you will probably be along with
other CGA volunteers to interview and to mentor finalists in the
Academy admission process during their senior year in high schoel.
Enclosure (9) has the most current policies and procedures on con-—
ducting such interviews for CGA.

The finalist interview serves two purposes: First, the interview
provides the CG Academy Cadet Candidate Evaluation Board (CCEB}

with a Cecast Guard representative’s impression of the applicant for
use in their admission decisions. Second, the interview process
allows a Coast Guard representative te engage in dialogue and to
provide the finalist and family members timely information about the
Academy and the Coast Guard.

The interview 1s intended to be a face-to-face meeting between you
and the finalist. Since the interview may be the finalist’s only
contact with a Coast Guard representative, the event must be a mean-
ingful experience designed to give the applicant a favorable insight
into CGA. An accurate portrayal of the Academy and the need for
resoluteness can serve the finalist well in determining whether the
Coast Guard is the right choice. A finalist’s commitment and moti-
vation develops from good decisions based on accurate information.
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5. Appointment Presentations

a. Objective: To provide guidance on a standardized nationwide Appoint-
ment Certificate Presentation Program.

b. Description: Annually, most schools have an awards presentation
ceremony for their senior class to recognize students who receive
special scheolarships and other class awards. Traditionally, ROTC
scheolarships and Service Academy appointments have been presented
during these times., Some students desire to have their appointment
certificates presented publicly to them and some students do not.

¢. Procedures: To accommodate students who desire to have their ap-
pointments presented to them, the Admissions Cffice has developed a
standardized procedure for coordinating presentations. These proce-
dures are:

{1) Once a candidate receives a full appointment, each will be
sent an appointee package. The appointment certificate and
a presentation questionnaire, enclosure (10).

{(2) If the appointee desires to have their appointment presented
to them, they will mail the presentation questionnaire back
te the Admissions Office. They will alsc indicate if they
have a specific presenter in mind. If they desire a spe-
cific person, they will solicit and coordinate such appear-
ance by themselves.

{3} Once a candidate indicates they would like tc have the cer-
tificate presented at an awards ceremony and they do not
have a “special presenter,” the request will be forwarded to
the DSC-CC of the respective district.

{4) The D30-CC will select from the list of volunteers and any
other lccal area Cocast Guard personnel (Active, Reserve,
Auxiliary, Alumni, Retired) to present the certificate.

Once a volunteer is identified, the DS0O-CC should get the
volunteer and student in touch with each other to coordinate
specific details.

F. Coast Guard Academy Admissions Programs
1. Academy Introduction Mission (AIM)

a. Objective: The AIM Program provides high school students with real-
istic firsthand experiences of Swab Summer and the Coast Guard Acad-
emy. These experiences should allow the students to make informed
decisions about attending the Coast Guard Academy and future careers
in the Coast Guard. {(See Chapter 3 for complete details about admin-
istering the AIM Program)

b. Description: The AIM Program, established in 1855, is a one week
introduction to the Coast Guard Academy for approximately 220 high
school students between their junior and senior year. The week
closely resembles Swab Summer in all respects. Participation in
athletics, military indeoctrination, and basic overviews of the Coast
Guard and the Academy is mandatory. Program patrticipants are se-
lected by the Coast Guard Auxiliary in accordance with Chapter 3 of
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this Manual. Students with pre-existing medical conditions which
may interfere with the rigorous physical demands of the week should
not be selected nor should they attend. Any students who possess
any medical disqualifiers from the Academy’s annual competition are
also discouraged. All proposed candidates to the AIM program must
be received by the Academy Admissicns Office by 01 June, via the
appropriate chain of command.

2. Minority Introduction to Engineering {(MITE)

a. Objective: Every summer, the Academy heosts high school students
between their junior and senior years to spend cone week at CGA. The
focus of MITE is threefold. First, the students are introduced to
various engineering fields through hands-on exercises and lectures.
By having the students complete real life projects, the students’
interest in engineering is solidified. Secondly, the students are
introduced to the Academy, and more specifically to Cadet Life.
Approximately half of the week is spent learning about the Coast
Guard, the Academy, and living similar to 4/C cadets. Finally, MITE
serves as a leadership experience for our 2/C cadets (junicrs) who
serve as cadre or trainers for the week.

b. Description: The MITE program was established in 197% at the Coast
Guard Academy to support the Accreditation Beard for Engineering and
Technology’s (ABET) effort to encourage minority students to pursue
engineering or technical degrees in college. Since its inception,
USCGA has used this method as a recruiting tool for minority stu-
dents, as well as accomplishing the goals set forth by ABET. Ap-
proximately 35% are awarded appointments to USCGA or NAPS and of
those, 5b% accept their appointments.

{1) Program administration is an Admissions Office responsibil-
ity. The recruitment, evaluation of applicants, coordina-
tion of travel and on-sight logistics, and program planning
are done through the Project Officer. CG officers are as-
signed TAD to the Admissions Office for the week to provide
feedback to the 2/C cadre and answer MITEster questions on
Coast Guard life. All costs are paid with appropriated
funds, with a few miscellaneous items from non-apprepriated
funds.

{2) Each academic year, qualified applicants are sought for the
MITE program. Each applicant must complete an applicatien,
a resume, and forward an official high school transcript to
the Admissions Office, Once all necessary documentation is
received, three Admissions staff members will evaluate the
package and endorse it with an acceptance or rejection. Two
favorable endorsements are necessary to be accepted into the
program. If a candidate receives cone favorable recommenda-
tion the student is placed on the waiting list where they
will be re-evaluated as selectees decline to attend. Those
candidates with three unfavorable endorsements are immedi-
ately released from the candidate peol.



3. Naval Academy Prep School (NAPS)

a. Objective: The Coast Guard Academy utilizes the Naval Academy Prepa-

ratory School (NAPS) for promising students who need extra academic
instruction prior to entering the Academy.

b. Description: Located in Newport, Rhode Island, NAPS is a ten month,

challenging pregram (typically from July to the end of May). The
program prepares students for the academic, physical, and military
rigors of the Coast Guard Academy. The course of instructiocn empha-
sizes English, mathematics, science, and computers. The military
program develops leadership skills, discipline, integrity, and team-—
work. Moreover, an extensive athletic program provides opportuni-
ties to compete against other prep schools and junior colleges with-
out loss of college eligibility. Students at NAPS are on full
scholarship, with full medical and dental benefits, plus they re-
ceive a monthly allowance of $558.00 (the same as cadet

pay) {enlisted members receive their normal pay).

{1) The Navy sponsors the NAPS program and has approximately 250
students {(which include the 40 students Coast Guard sends
there) participating. These students do not apply for NAPS,
they come from the applicant pool. They have finished the
processing and were not selected for a direct appeintment.
However, CGA Admissions felt these applicants held signifi-
cant promise. Of the 40 billets, approximately 10 are for
Coast Guard enlisted members.

(1) Coast Guard students who successfully complete the NAPS
program {(have a 2.0 or better GPA, attain a combined SAT
score of 1100 or better, and get the NAPS Commanding
Officer’s recommendation) receive full appeointments to the
Academy for the next entering class. Indeed, the NAP3S expe-
rience has proven highly beneficial for many students who
are now Coast Guard officers. While preparing them toc meet
the demanding curriculum of the Academy, NAPS also makes
them more competitive for selection to graduate schools.

4, Cadet Recruiting Leave Program

a.

Objective: This program provides cadets with valuable lessons about
public speaking. Cadets are required to put their CGA experience
into words and address high school and middle school students. The
students see a young person who has become successful as a cadet and
realize they tooc may have this same cpportunity if they apply them-
selves. This program generates many CG Academy applications.

Description: High academic performing cadets are offered the oppor-
tunity teo extend their Thanksgiving and spring leave periods Typi-
cally, a cadet going on Thanksgiving leave departs the Academy on
Tuesday afternoon before Thanksgiving and returns the Sunday after
the holiday. If the cadet participates in the Recruiting Leave
program (they must have a 3.0 GPA, plus get approval from their
professors and Company Officer} they are allowed to depart the Acad-
emy on the Friday afternoon before Thanksgiving, Therefore, quali-
fied cadets leave 4 days before the rest of the corps. However,
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these cadets must visit 2 high schools and a middle scheol near
their homes during their leave.

(1) The spring program has the same schocl requirements, however
cadets do not get the same amount of time off. Spring break
is a one week leave period typically during March. If a
gqualified cadet utilizes the Spring Recruiting Leave pro-
gram, they can leave the Academy two days priecr to the rest
of the Corps.

{2) At the high schools, cadets talk to students in classrooms,
at recruiting tables, and in guidance offices about the
Coast Guard, the Academy, and the Admissicns “process.” At
the middle schools, the focus is altogether different. The
cadets are great role models for these students. Cadets
talk to 6th or 7th graders about staying in schoel, staying
away from drugs, listening to their parents and teachers and
being good citizens., These visits have proven to be a very
valuable experiences to both cadets and students.

{3) The Thanksgiving program is more popular, with over 200
cadets participating. The spring program usually has 50-60
cadets. Only upper class cadets are allowed to utilize the
Thanksgiving program, while the Spring program is open for
all cadets. Usually more 4th Class cadets participate in
this program than cadets from upper classes. (NOTE: A pro-
posal has been submitted to allow all cadets to go on re-
cruiting leave during Thanksgiving in future years. A noti-
fication will be distributed if this proposal is approved).

5. Appointee Viszitation Program

a. Objective: The goal of the Prospective Cadet Visitation Program is
to encourage applicants who have been tendered appointments (CGA or
NAPS} to make an informed decision on whether to attend the Cecast
Guard Academy.

b. Description: Viszitation begins in January and ends ne later than
1 May. Specific dates are published yearly in a Superintendent’s
Notice. Visitors arrive on Thursdays and typically depart on Fri-
day, no later than 1700. Visitors are assigned cadet escorts who
take them to classes, meals in the wardroom and other activities.
All travel expenses are the student’s responsibility. Admissions
funds meal costs.

6. Guidance Counselor Events

a. Objective: One of the most productive ways to recruit for the Coast
Guard Academy is to expose high scheol guidance counselors to our
programs., After all, counselors play a significant role in high
school seniors’ college selections and have oppertunities for sig-
nificantly more student contact than us. To this end, personal
contact with the counselors can prove to be very beneficial.

L. Description: There are varicus formats of guldance counselor events.
Two basic categories are centralized gatherings and individual vis-
its. Centralized gatherings invite counselors from varicus high
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scheel te a central location for a presentation on the Ceast Guard

Acadeny.

Some of these events may include a meal or snack and a

tour of a CG facility or ship. Hosting such an event entails enor-
mous amounts of planning and coordination, as well as significant

financial support from outside resocurces.

(2}

{1) Individual visits to counselors allow us to see them in

their environment through scheool visitations and addition-
ally, results in minimal disruption to their day. Schedul-
ing one of these visits is as simple as a phone call and
making an appeintment to see the counselor. Typically, most
counselors prefer not to have appointments with cellege and
university representatives during lunch.

Regardless of the type of program you decide to use to make
contact with schocls, the P.R.C.F. model {P-prepared, R-
relevant information, O-organized presentation, F-follow-up
and feedback) is essential. Some suggestions that have
helped the Admissions Office with such events include making
available a guidance counselor package of admissions infor-
mation, utilizing a Coast Guard installation as the host
site, and using audio-visual aids to enhance your pregram.

F. Cbtaining Coast Guard Academy Promotional Materials

1.

A1l Auxiliary CC Staff Officers should request Academy Admissions
promeotional material by submitting a CGA Admissions Supplys Form

{(Enclosure (11l}) to their DSO-CC via mail, fax, or e-mail. The

DSO~CC will then forward it to the CGA Admissions Office. Phone

calls to the CGA Admissions Office for materials should only be

made as a last resort by the DSO-CC due to limited Admissions
QOffice staff.
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Chapter 3

Academy Introduction Mission (AIM)

A. History and Rationale

1,

The Academy Introduction Mission {AIM) began in 1955 when VADM Alfred
Richmond, then Commandant of the Coast Guard, in an address to the
Auxiliary Spring Naticnal Conference, presented the idea for an “Academy
Activity Week.” Having grown into a vital program, the experience
became known as the Academy Introduction Mission {(AIM Week) in 1966.
AIM’s primary purpose has always been to assist in the recruitment of
highly qualified high school students for the Academy. From its incep-
tion, AIM participants have been selected and sponsored by the Auxil-
iary, and their introduction to the Academy has been conducted by the
Academy staff, upper-class cadets and selected Auxiliarists. The pro-
gram has consistently provided prospective candidates a week 1n resi-
dence at the Academy preceding their seniocr year in high school.

Through the years, AIM has provided an opportunity for 220 yecung men and
women to experience Academy life firsthand., Selected competitively
during their junior year in high schocl, AIM participants must be inter-
ested in the Coast Guard Academy and be academically, physically and
mentally qualified te enter the naticnal competition for a CGA appeint-
ment their senior year. The intensive program gives the AIM participant
the opportunity to experience a fourth-class cadet life, with the unigue
demands which make the Academy lifestyle so challenging.

Over the years, AIM hag beceme a very important part of the Academy
recruiting mission. AIM participants, who apply for the Academy their
senior year, are highly motivated and well-informed about life at the
Bcademy and a potential career in the Coast Guard. History has shown
cadets who participated in AIM during high school are less likely to
leave the Academy than those cadets who did not participate in ATM. Over
the 1978-1988 decade, 76% of the cadets who had previcusly attended AIM
graduated from the Academy, versus 51% for all other entering cadets.
In the 1989-1995 decade, approximately B5% of the cadets who had previ-
ously attended AIM graduated from the Academy. Approximately 50% stu-
dents attending AIM week receive USCGA appointments and typically,
nearly 25% of every incoming class is comprised of AIM participants.

The Auxiliary has benefited from the AIM mission as well. The increased
visibility with active Coast Guard personnel has fostered cooperation
and understanding between all team Coast Guard members. Likewise, the
increased outreach to the general public, besides the boating community,
has further enhanced the Auxiliary’s public image throughout the coun-
try, not just within coastal communities.



B. Expectations Of Career Counselor Officers Administering Project AIM

1.

Read these guidelines carefully. The instructions contained are teo be
followed precisely if the program gocals are teo be met. Any deviation
from these procedures must be authorized by the DVC-PA through the DSC-
CC. The 50-CCs are responsible for Project AIM execution in their
divisions. Each 30-CC will confirm a candidate’s application is pro-
cessed, if possible, through the division located geographically where
they reside. However, there are no geographic boundaries for the Auxil-
iary in the recruiting mission and, therefore, divisiens should not
attempt to compete for qualified candidates.

The first basic premise an Auxiliary CC Officer discussing AIM must
stress to applicants is the Coast Guard Academy’s entrance requirements
are rigid (see Chapter 2 for more specific details on the Academy admis-
sions procesgs). Careful screening is a prierity and must be established
early in the candidate selection. As a result, selection for the AIM
program is extremely competitive. Because the AIM program is based on
geographical Auxiliary quotas {Number of AIM slots per District 1s equal
to number of Divisions within the District), it may, be more competitive
to be accepted into the AIM program than to later receive an appoint-
ment to the Coast Guard Academy, depending on the competitiveness of the
district or division where the applicant lives. Auxiliary CC Officers
should stress this fact to AIM applicants s¢ those AIM Candidates not
selected (who may be highly qualified for admission to the Academy) do
not get disheartened and refrain from applying to the Academy during
their senicr year.

To the public, Auxiliary CC Officers represent the Coast Guard and the
Academy. For many citizens, the Auxiliary CC Officer may be their only
contact with the Coast Guard. Therefore, uniforms should be worn
smartly and the manner in which you conduct yourself and the program
must be of the highest professional order. Each CC Officer must be
knowledgeable of what is expected in the role, be knowledgeable of
current Coast Guard Academy Admissions information and overall Coast
Guard missions. The Auxiliary CC Officer should be prepared with all
necessary materials, have completed preliminary work in advance, and be
ready to carry out procedures within proper time frames.

C. Four Phases of Project ATM

Phase One - Preliminary Activities

1.

AIM Workshop: The DSO-CC should work with unit elected officers and
with division and flotilla CC officers in establishing an AIM workshop
to be held in early fall. Since these Auxiliarists must have a proper
understanding and knowledge of implementation procedures, all DCPs,
VCPs, FCs, DSO-CCs, S0-CCs, and FS50-CCs should be urged to attend. This
workshop should be held between September and November in order to
provide an update on Academy Admissions information and program changes
before phase two begins.

Program Organization: The program within the division can be organized
a number of ways, depending on the area served and the availability of
F30=-CCs. The 80-CC’s responsibility is to organize the activity within
the division to best meet the division’s circumstances and to keep the
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FSO-CCs informed. The division’s responsibility is to make candidate
selections within the guidelines established in this manual (see Phase
Two immediately following this section). The DSO-CC will provide neces-
sary and up-to-date program information and materials. The official
selections will be announced by the DSO-CC and forwarded directly to the
AIM Project Officer within the Academy Admissions Office by June 1 each
year (see Phase Two for more details).

Publicity: Experience has shown well placed publicity can be very
productive in accomplishing the program’s okjectives. Many potential
applicants will not get the information on AIM through the school guid-
ance counselors. Several contiguous divisions may work together to
share the cost of newspaper ads in an effort to reach out to all areas
for qualified applicants. Cne S0-CC may be designated to receive all
inquiries and forward them to the proper divisien. Many newspapers will
provide public service space at no charge and this opportunity should be
utilized whenever possible, or utilize public service ads on local cable
channel access. A sample advertisement might ke worded:

HIGH SCHOQL JUNIORS
Interested in a career as an officer in
The United States Coast Guard.

For information about a one week orienta-
tion at the Coast Guard Academy,

please contact:

(NAME, ADDRESS, PHONE NUMBER)

In addition to an advertisement anncuncing the program, an an-
nouncement of the selected students should be put in the lecal
papers as well as the school paper. A sample anncuncement follows:

THE UNITED STATES COAST GUARD AUXILIARY DIVISICON (#)

I5 PLEASED TC ANNQUNCE A JUNIOR AT HIGH SCHOOL, HAS
BEEN SELECTED AS A PARTICIPANT IN THE ACADEMY INTRODUCTION MISSION
(PRCJECT AIM), WHICH MAY LEAD TO AN APPOINTMENT TO THE U.3. COAST
GUARD ACADEMY. PROJECT AIM IS SPONSORED BY THE COAST GUARD AUXIL-
IARY AND WILL BE CONDUCTED AT THE COAST GUARD ACADEMY, NEW LONDON,
CONNECTICUT, (FILL IN DATES FOR THAT YEAR). PARTICIPANTS WILL LIVE
THE ROUTINE OF AN ACADEMY CADET. THEY ARE BRIEFED ON THE ACADEMY
PROGRAM AND COAST GUARD MISSIONS. PARTICIPANTS ARE SELECTED FOR
THIS PROGRAM ON A COMPETITIVE BASIS AND MUST MEET THE MINIMUM RE-
QUIREMENTS FOR ADMISSICN TC THE ACADEMY.

The importance of publicity is not to be ignored. The division and
flotilla public affairs officers should be an integral part of this
effort. The responsibility of the Auxiliary CC Staff Officers 1is
to supply appropriate stories and announcements, to ensure materi-
als have been received by the media in time.
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4,

Working With the High School:

a.

The official announcement concerning Project AIM to guidance coun-
selors is made by letter (Enclosure 12} between September and No-
vember. This letter should be accompanied by several Applications
For AIM (Enclosure 15), an Academy Viewbook {if available}, AIM
brochures, and any additional appropriate material. Auxiliary
Career Counselor Staff Officers should develop relations with the
school as a year round activity. Perscnal visits are a must to
ensure success and should be made after the CC Officer’s first
letter. TIf a response is not received from the first letter, a
follow=up should be made by telephone or a second letter should be
sent between December and February {Enclosure 13).

A great variety of operating rules and procedures exist among pub-
lic school systems. In general, the high schoel is where Project
AIM efforts should ke devoted. The guidance counselors should be
the contact person. The guidance counselor is responsible for
counseling on activities such as ATM and can arrange a scheool visit
for you. Do not show up without an appointment!

Make clear to the guidance counselor the Career Counselor repre-
sents the Academy and is knowledgeabkle concerning requirements and
admissions procedures. The Auxiliary Career Counselor Officer
should also be familiar with other career opportunities within the
Ceoast Guard. Auxiliary CC QOfficers sheculd emphasize they are not
MILITARY recruiters. You are a Career Counselor for the Coast
Guard and the Coast Guard Academy only.

Do not be overzealous or aggressive. The primary goal at the ini-
tial meeting is to win the confidence and support of the guidance
people.

Many school officials have influence with students but the key
person in guiding and directing them is usually the guidance coun-
selor, an educational professional whose main interest is assisting
students in making good decisions for their future. The more a
guidance counselor understands AIM, the Academy, and the Cecast
Guard, the more likely they will be helpful in identifying prospec-—
tive candidates having the motivation and potential to be success-
ful at the Academy.

The counselor should know the type of young person Project AIM and
the Academy are seeking. Familiarize the counselor with AIM re-
quirements, Academy Admission requirements and procedures, the
Academy curriculum, the principal reasons for success and failure
at the Academy and the career opportunities within the Coast Guard.

After contact with guidance personnel has been made, the CC QOfficer
should request a meeting with potential candidates. The meeting
may take place the same day or at a later date. Many schools have
an Armed Forces Orientation Program or a College Night. These
programs are excellent vehicles to meet with prospective candi-
dates. If an AIM officer is invited to participate in one of these
programs, coordinate this activity with the DSO-CC and local Coast
Guard recruiters. Any Auxiliary CC officer participating in such a
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program must be knowledgeable about the Academy and other Coast
Guard officer and enlisted programs. Thorough preparation is re-
quired to assume this responsibility properly. Likewise, Auxiliary
CC officers should be available for individual candidate counsel-
ing, if the opportunity exists.

5. Initial Candidate Contact: Career Counselors should begin building an
applicant pocl between September and February. FEach interested candi-
date should receive a letter (Enclosure 14) enclesed with an AIM bre-
chure and application for AIM {Enclosure 15}, instructions for applica-
tion for Aim (Enclosure 16}.

Phase Two - Selection of Candidates {AIM Selection Sccre)

a.

The first step in the AIM process is to have applicants complete
and submit the Application For AIM, and high school transcript with
documentation of standardized test scores by 31 March. After re-
celpt of the Applicatien For AIM, and high school transcripts with
test documentation, the 80-CC or FS50-CC will screen those appli-
cants who do not meet the minimum health and scholastic require-
ments {section four and five of the Application for AIM spell out
these requirements). Further work with these applicants would raise
their hopes unjustifiably as they would not be competitive for an
appointment to the Academy their senior year. A letter (Enclosure
17} is to be sent to these non-qualifiers notifying them of not
meeting the basic health and/or scholastic requirements to be con-
sidered for the program.

For those applicants who meet the initial health and scholastic
requirements, the S50-CC or FSO-CC must then begin to compute the
AIM Selection Score using the AIM Mathematical Computation Sheet
{Enclosure 18). The AIM Selection Score has bkeen designed to pro-
vide the AIM Evaluaticon Board with an equitable method for select-
ing applicants for the program using criteria very similar to that
used by the Cadet Candidate Evaluation Boards when they select
candidates for the Academy.

Looking at how each area is weighted on the ATM Mathematical Compu-
tation Sheet in order teo derive the AIM Selection Score, the
applicant’s overall high school average for five terms is 30% of
the total score. The score on the SAT, PSAT, ACT, or PLAN is
counted 30% (the highest score should be used if multiple tests
were taken). The candidate’s academic quality, leadership poten-
tial, and involvement in activities, as ascertained from the appli-
cation, transcripts, letters of reconmendation and the evaluation
interview account for the remaining 40%.

There are two main parts in determining a candidate’s AIM Selecticn
Seore: the Pre-Board Score and the Evaluation Beard Score. The
determination of the Pre-Board Score is based solely on the
candidate’s academic grades and test scores (the highest of the
SAT, PSAT, ACT, or PLAN scores) and should be computed prior to the
Fvaluation Board. The Evaluation Board Score is derived solely from
the interview.



{1} Pre—Board Selaction Score:

{a} Compute high school 2-1/2 years average using all grades
except Physical Education, Musiec, Art, Industrial Arts,
Home Economics, and Driver’s Education on the first
section of the AIM Mathematical Computation Sheet.
Applications will not be considered unless actual nu-
merical or letter grades are given on the transcript.
Pass and fail grades cannot be considered.

(b} Fill in test scores on AIM Mathematical Computation
Sheet. If only PSAT, add a zeroc to the verbal and math
and use them like the SAT. ACT scores may be used but
must be converted utilizing the conversion chart in
Enclosure {19). If the student has ftaken more than one
test, use the highest score. All test scores used on the
AIM Mathematical Computation Sheet must be found on the
candidate’s transcript or on official correspondence from
the Educational Testing Service enclosed with the appli-
cation. If no supporting test score documentation is
submitted, the application cannet be reviewed. Likewise,
applicants without test scores cannot be considered.

{c} Once the Pre-Board Score has been computed using the AIM
Mathematical Computation Worksheet, all applicants with a
score below 3500 should be excluded from continuing the
process (this 3500 cut-off score is set by the AIM
Project Officer and DVC-PA and is subject to change).
These applicants do not have the academic qualifications
to be competitive for an appointment to CGA and, there-
fore, should not be interviewed by the Evaluation Board.
Further work with such applicants would raise hopes
unjustifiably. A letter (Enclesure 17}, is to be sent to
the applicant, notifying them the basic scholastic re-
gquirements were not met.

{d) Applicants meeting the minimum academic standards (Pre-
Board Score of 3500 or over}) will move on to the next
step, the Evaluation Board. Before being evaluated by the
board, the candidate’s application must be carefully
screened by the S0O-CC or FS0O-CC for completeness and
include the following before the board is held:

Completed Application [or AIM, Enclosgure fla}

A transcript of grades from 2th, 10th and first semester
1lth grades, Enclosure (Zb}

PSAT, SAT, ACT, or PLBN scores (with supporting documenta-
tivn), Enclesure (3c¢)

School Counselorfs and Coach Recommendations, Enclosure (4d)
{2) Evaluation Board Score

fa) The Evaluation Board Score is determined by the average
score given by four to six board members of mixed gender
multiplied by four (see bottom of AIM Mathematical Compu-—
tation Sheet). Each board member must fill out the AIM
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Evaluator Rating Sheet (Enclosure 20) and assign point
totals for different rating areas (see AIM Evaluator
Sheet for details on these rating areas. Enclosure (21}
is a listing of suggested questions to be asked by the
Evaluators during the board}. The maximum score an Evalu-
ator can give an applicant is 800 points, and thus the
maximum average score the beoard can give an applicant is
B0O peints. Once the Evaluation Beoard Score has been
computed, it is added to the Pre-Board Score in order to
determine the overall AIM Selection Score.

{b) Rather than have applicants go through two interviews, at
both the fleotilla and division levels, the division
should consider conducting all Evaluation Boards unless
the number to be interviewed would regquire extensive time
commitments by the division Evaluaticn Beard members.
Each member serving on an Evaluation board should be
present for all evaluations conducted. All Evaluation
Boards should be held by the end of April.

{c) Applicants should be notified in advance of the time and
place of the Evaluation Board. A letter (Encleosure 22)
should be sent. Appointment times should be arranged
promptly so students and parents do neot have to wait too
long for the Evaluation Board to be scheduled.

(d} Evaluation Board members of the are to be notified well
in advance and a commitment chtained from each to par-
ticipate in all interviews (Enclosure 23). Suggestions
for persons to serve on Evaluation Boards include the
following: Coast Guard Officers, USCGA Alumni, other
Auxiliary Members and Parent’s Association Members.
Every effort should be made to ensure the Evaluation
Board is not composed entirely of Auxiliarists. There
should be a minimum of four members on each board and a
maximum of six. The FS0-CC, S0-CC, or DSO-CC is the
presiding member. The CC Officer’s responsibility is to
ensure all applicants are treated fairly. A meeting
should be held with board members prior to the interview
to discuss the board’s purpose and the manner in which
the interviews are to be conducted. No relative of a
candidate may be on the board.

{e) Each candidate’s application is to be reviewed by the
board before the interviews. This review will suggest
topics to ke discussed with the student. A copy of the
candidate’s application package aleong with an outline of
the scoring sheet with AIM Board Evaluation Instructions
(Enclosure 24} should be given to each board member for
reference several days prieor to the interviews.

e. Reporting Division Candidates

(1) After the Evaluation Boards have been held and the AIM Selec-
tion Scores have been determined using the AIM Mathematical
Computation Sheet, the $0-CC will rank all applicants who
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(2}

(3)

(4}

scored 6500 or better, from highest to lowest (This 6500 point
cut-off score is set by the DVC-PA and announced to all D30~CCs
by 31 March each year). In addition, the S0O-CC will obtain a
signed and notarized Medical Release Form (Enclosure 2z5) and
completed Health Evaluation Sheet (Enclosure 26} for each
candidate with a 6500 or better. After ranking the applicants
based on their AIM Selection Score and obtaining the Medical
Release Form and Health Evaluation Form, the S0-CC will forward
the completed application packages with the appropriate cover
letter (Enclosure 27} by 0l May to their DSO-CC. These appli-
cants who had an AIM Selection Score of below 6500 or are
medically disqualified, must be sent a letter notifying them of
non-selection and thanking them for their AIM program interest
{Enclosure 28}).

Upon receipt of the application packages for each Division, the
D30-CC will rank order candidates for the entire District by
using their Aim Selection Scores. Those applicants with identi-
cal scores will be ranked at the discretion of the DS0O-CC using
knowledge of CGA Admissions qualifications and procedures.

Each District is allotted one AIM candidate position for every
Division in the District. If there are five Divisions in a
given District, the District will receive five AIM zlots (Note:
As stated above, each Division does not “own” one of these
positions. The DSO-CC ranks all candidates for the entire
District using the AIM Selectien Score). If a D30O-CC has 10
positions (10 Divisions in the District) they will fill those
10 positions with the top ten candidates on their list. These
rankings become the District level “primary” candidates. The
remaining ranked candidates who did not fill those 10 positions
now become the “alternate” District candidates.

Once DSC-CCs have established the primary candidates and alter-
nates for their District (by 15 May), they will notify the
Division as to the final status of their candidates. After
confirmation by the District, and not until, Divisions may
notify the candidate of their status, primary or alternate (see
Enclosure 29). Alternates should be advised they will be
notified by CGA Admissions only if they are selected to fill
one of the Academy’s positions by 15 June. The high schoeol
counselors of candidates should also be notified of screening
process results and assured records furnished by the school
will be returned or destroyed at the AIM Program conclusion.
Appreciation should be extended to school personnel for their
efforts in making the program successful.

DSO-CCs will forward unstapled copies of the following docu-
ments for each primary and alternate to the AIM Project Officer
to arrive at the Academy by 01 June along with the appropriate
cover letter (Encleosure 27):

{a) Application For AIM with Transcripts and Test Score Docu-
mentation (Excluding Letters of Recommendation, Essays,
Extraneous Sheets)
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(5)

{b) Signed and Noctarized Medical Release Form
{c) AIM Mathematical Computation Sheet
{d} Health Ewvaluation Sheet

The AIM Project Officer within the Academy Admissions Office
will send a letter to each AIM primary candidate inviting them
to Project AIM upon receipt of the district primary candidates
from each of the DSO~CC within the first two weeks of June
{Enclosure (30). Thisz letter will notify AIM selectees of
reporting dates/times, suggested clothing and personal items to
bring and other leogistical related information. In addition,
the AIM Project Officer and DVC-PA will re-rank all alternates
for the nation and fill any unused slots from the top of this
alternate list. Immediately upen selection, alternates will
receive a letter inviting them te AIM Week from the AIM Project
Officer.

3. Phase Three - Post Selection Respeonsibilities

a. Follow-Up With Candidates

(1)

(2}

{3}

DSO-CCs are responsible for ensuring travel forms are completed
for each candidate and forwarded to the personnel listed on the
form by 1 July (Enclosure 31) AIM Candidate Travel Worksheet
Form ANSC 7022 (Rev 4-97) (old CGAUX-20). The white copy is sent
to the Academy Project Aim Officer, the yellow copy is sent to
the DVC-PA, the gold copy is sent to the BC-PAS and the pink
copy remains with DSO-CCs for their records. If multipart color
coded forms are unavailable then mark each copy for distribu-
tion appropriately. One copy te DVC-PA, BC-PAS, D30-CCs, etc,

TRAVEL EXPENSES/FUNDING: AIM Selectees incur two costs associ-
ated with this program: their travel to the Academy and a 3125
food fee for the week (food fee must be paid upon check-in and
is subject to yearly change}. All checks for the food fee
should be made payable to the Coast Guard AIM Program. In most
cases, AIM Selectees are required to pay their entire travel
costs to the Academy. There is not a program reguirement for
the Auxiliary District/ Division/ or Flotilla tc partially or
to fully fund their ATM Selectee’s travel to the Academy.
Participants should be made aware there is no uniform policy
nationwide concerning expense reimbursement. Candidates from
other divisions and districts may be subsidized on a different
basis. Auxiliary districts, divisions, and flotillas should net
back away from sponsoring an AIM Selectee due to their lack of
funds. If there is a genuine hardship, the DVC-PA should be
notified immediately via the Auxiliary staffing chain.

An AIM Orientation Program should ke held in May as an essen-
tial activity in achieving program objectives. This Orientation
Program should be organized by the DSO-CC and should be held at
a Coast Guard Unit (where available). The program should in-
clude a discussion of Coast Guard Missions, life at the Acad-
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emy, the Academy Admissions Process, information about AIM
Week and a tour of the Coast Guard facility if possible. Ac-
tive Duty and Retired Coast Guard personnel and CGA Alumni
should be invited to make presentations. All applicants who
made progress to the Evaluation Board level should be invited
via letter or phone and encouraged to attend.

4, Phase Four - Post AIM Week Responsibilities

a.

50-CCs and FSO-CCs should folleow up with their participants return-
ing from AIM Week. Invite the participants to appear at an Auxil-
iary meeting or function to relate their AIM experiences.

All AIM participants will fill cut a Preliminary Application to the
Academy during AIM week, (Enclosure 32). Auxiliary Career Counse-
lors at all levels should ensure interested AIM participants com-
plete the Supplemental Forms to the Academy Application in a timely
fashiocn after receipt in early September.

Keep in touch with your AIM participants throughout their senior
year! Provide them with guidance on their Application to the Acad-
emy and provide them periodic information on the Coast Guard and
the Academy.

50-CCs and FS0-CCs should call those AIM participants who receive
an Academy appointment to congratulate them. Consider utilizing
many of the publicity techniques discussed in Phase One of this
chapter to announce this student’s accomplishment to the local
community where they reside. Keep in contact with these appointees
and offer to answer questions they may have about attending the
Academy. Those individuals who are rejected (for non-medical rea-
sons) from the Academy should be contacted and encouraged to im-
prove their files by taking their tests again and/or attending
college for a year. Remind these individuals approximately ten
percent of every incoming class have re-applied for the second or
third time after attending ancther college for a year or more.
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Figure 3-1 Aim Program Message - Sample Text

R 222100Z FEB %9 2ZYB ZUI ASN-D00053000540

FM COMDT COGARD WASHINGTON DC//G-0//

TO ALCOAST

BT

UNCLAS //N0Ole7%84//

ALCORST 065/99

COMDTNOTE 16794

SUBJ: 1999 ACADEMY INTRODUCTION MISSION (AIM) PROGRAM

1. THF NEXT AIM CLASS IS SCHEDULED 24 - 30 JULY AT THE CG ACADEMY
IN NEW LONDON, CT. ANNUALLY, APPROXIMATELY 220 HIGH SCHOOL CANDI-
DATES ARE SELECTED NATIONALLY FOR THE OPPORTUNITY TO EXPERIENCE
CADET LIFE FCR ONE WEEK.

2. THE APPLICATION DEADLINE IS 31 MARCH FOR HIGH SCHOOL STUDENTS
IN THE SPRING OF THEIR JUNIOR YEAR. INFORMATION CONCERNING THE
AIM PROGRAM CAN BE OBTAINED THROUGH THE DISTRICT DIRECTOR OF
AUXILIARY (DIRAUX}. THE DIRAUX CAN DIRECT INTERESTED APPLICANTS
TO THE APPROPRIATE LOCAL AUXILIARY REPRESENTATIVE TO BEGIN THE AIM
CANDIDATE SCREENING AND APPLICATION PROCESS. FURTHER INFORMATION
ON THE AIM PRGM IS ON THE ACADEMY WEBSITE AT WWW.CGA.EDU AND ATM
APPLICATIONS CAN BE DOWNLOADED FROM THE QFFICE OF AUXILIARY
WEBSITE WWW.USCG.MIL/HQ/G-0O/CGAUX/DEFAULT.HTM

3. TEE FIRST PART OF THE APPLICATION PACKAGE IS SUEMITTED TO THE
AUXTLIARY FLOTILLA STAFF OFFICER - CAREER COUNSELOR (FS0O-CC) OR
DISTRICT AUXILIARY STAFF OFFICER - CAREER COUNSELOR (DSO-CC). A
CANDIDATE IS RATED NUMERICALLY BY AN AUXILIARY SCORING SYSTEM
BASED ON A COMBINATION OF AN AUXILIARY INTERVIEW BOARD SCCORE, HIGH
SCHOOL PSAT OR PLAN TEST SCORES AND A HIGH SCHOOL TRANSCRIPT. THE
NUMBER OF AIM CANDIDATES FOR A GEOGRAPHIC ARFA IS BASED ON THE
NUMBER COF AUXILIARY DIVISIONS IN EACH DISTRICT OR REGION. CANDI-
DATES NORMALLY COME FROM THE UPPER TWENTY-FIVE PERCENT CF HIGH
SCHOOL JUNICR CLASSES.

4., CANDIDATES ARE RESPONSIBLE FOR THEIR OWN TRANSPORTATION TO AND
FROM NEW LONDON, CT AND A 5125 FEE FOR MEALS AT THE ACADEMY.

5. ALL UNITS ARE REQUESTED TO GIVE THIS INFORMATION THE WIDEST
POSSIRLE DISSEMINATION. WHEREVER POSSIBLE, THIS INFORMATION
SHOULD BE PASSED TO LOCAL HIGH SCHOOL GUIDANCE COUNSELORS TO
ASSIST US IN REACHING THE WIDEST POSSIBLE AUDIENCE.

6. FOR QUESTIONS ON THE AIM PROGRAM, PLEASE CONTACT THE
AUXILIARY'S AIM WEEK COORDINATCR BRANCH CHIEF, MS. CAROL JOHNSON
AT (847)}676-0932 OR LTJG DULANI WOODS, CG ACADEMY AIM PROJECT
OFFICER AT (860) 701~-6781 or E-Mail: Admissions@cga.uscg.mil.

7. INTERNET RELEASE AUTHORIZED.

BT
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Chapter 4

Recruiting Assistance Program (RAP)

A. History of the Recruiting Assistance Program (RAF)

1.

B.

c.

RAP was developed in 1972 to enable the Auxiliary to assist the Coast
Guard Recruiting Force by referring qualified young men and women for a
rewarding career in the Coast Guard or Ceoast Guard Reserve. RAP is
unique in its design to assist the Coast Guard in meeting its personnel
requirements. RAP operates through a contact and referral system. This
process allows the Auxiliary to have input into the Active, Reserve, and
Officer programs. RAP is far-reaching and of major assistance to the
Coast Guard., Practically every person between the ages of 17 and 35 is
a prospect for a career in the Coast Guard or Coast Guard Reserve.

This guide is intended to provide general directien only. Policy for
BAP is established by the Coast Guard Recruiting Center (CGRC} and is
managed at the local level by the Recruiter in Charge {See Enclosure 28}
for Memorandum of Understanding (MOU)} between CGRC and Auxiliary).

Objectives and Goals

1. The coverall objective of RAP is to assist the Coast Guard recruiting
missicn through:

a. Public Awareness - During Courtesy Marine Examinations, Public
Education Courses and Boat Shows.

b. ©Office Support - Administrative and School Visits.

c. Prospect Referrals - Introducing ycung people to the local
recruiting office.

d. Pre-screening applicants - To increase the number of high
quality leads for Recruiting Offices.

2. Active participation in these areas will enhance mission performance
and ensure Coast Guard recruiting goals are achieved. An annual
goal of 3,000 Auxiliary referrals and 200 enlistments has been es-
tablished. This goal equates to approximately 15 referrals and 1
enlistment per Division and can be negotiated up or down with local
recruiters, depending upen exact needs.

Team Organization

1. To provide Coast Guard Recruiting with effective assistance, the
established Recruiting Command’s Chain of Command must be followed.
This process avoids confusion and duplication of efforts which may
already be under way in your area. While calls and visits to the
Coast Guard recruiting office concerning recruiting, are always
welcome, actual recruiting operations must be coordinated through
the recruiting office. The Chain of Leadership and Management for
the Auxiliary CC Officer assisting with RAP is as follows:
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Figure 4.1 Recruiting Assistance Program’s Chain of Leadership and
Management

Coast Guard

Recruiting Command
{CGRC)

Coast Guard
Recruiting Offices

Coast Guard Auxiliary
Career Counselor Staff Officers




2. The Coast Guard recruiting office in your area must be aware of all
Auxiliary recruiting activities. Auxiliarists should not actively
pursue candidates or schedule activities without first notifying the
recruiting office of their plans. At times, the CC Officer and
Coast Guard Recruiter may appear together to cover an event; how-
ever, due to the limited number of Coast Guard Recruiters in most
areas, CC Cfficers and Coast Guard Recruiters may divide activities
to provide maximum participation and visibility.

3. Auxiliarists are generally not recruiters and are not expected to be
experts on physical requirements, enlistment standards, educational
opportunities, and programs. However, all Career Counselors should
have a working knewledge of the requirements for all Coast Guard
career programs in order to best serve the individual showing inter-
est. (Enclosure 33) shows current requirements for different Coast
Guard Programs. All RAP volunteers should, at the very least, tell
people about the Coast Guard and its missions, and then direct po-
tential applicants to the nearest recruiting office for further
information. The exception to this process would be an Auxiliarist
certified to wear the official Cocast Guard Recruiting Badge. For
information on fulfilling requirements to become a certified Coast
Guard recruiter, refer to the Auzxiliary Manual and contact your
nearest Coast Guard Recruiting Office.

4. Recruiters in Charge of offices will provide periodic feedback to
local Auxiliary volunteers on program successes. They will offer,
as well as receive, suggestions for improvements, and identify prob-
lem areas.

5. Recruiters in Charge of Qffices and Auxiliary District Staff Offic-
ers will coordinate training programs for Career Counselor Officers.
Training may vary from recruiting office to recruiting office to
match each area’s different needs.

6. The Director, CGRC should provide periodic reports, at a minimum, an
annual report to the Auxiliary on the success of Auxiliary support.

D. Basic Program Activities

1. Four general areas of help have been defined for Auxiliarists inter-
ested in the Recruiting Assistance Program: opening doors, adminis-
trative assistance, and referral service, and enlistments.

a. Opening Doors:

{1) The typical recruiter is usually a stranger in town and can
use help in learning the territory. Auxiliary CC Cfficers
should keep in touch with the local recruiting office,
introduce themselves to new recruiters and provide loeal
area community familiarization.

{2} CC Officers can assist recruiters by introducing them to
key people at local newspaper, radio, TV and cable sta-
tions, making inguiry about the Coast Guard. CC Officers
should put their name and phone number on a business card
from a local recruiter and give it to the prospect to en-
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{3)

(4)

Publicity is the most useful toel of every recruiter. Recruit-
ers have professionally prepared public service announcements,
printed ads, and posters. Help recruiters get such printed
materials to the right people in order to take maximum advan-
tage of their resources.

Auxiliary CC Officers who live in an area without a recruiting
office can still help recruiters. They can obtain a recruiting
poster and ask the high school counselor to display it in a
prominent place. The poster should always include the tele-
phone number or the toll-free recruiting number, 1-800-GET-
USCG. Posters can also be placed in community and youth cen-
ters and other places where people gather. Be creative in
choosing locations, especially where diversity prospects may
visit. Make sure the nearest recruiting cffice is aware of the
location and the Auxiliary CC Officer responsible for placing
the material there.

b. Administrative Assistance:

(1)

(2}

CC Officers can increase recruiter productivity by helping with
administrative responsibilities. This work frees the recruiter
to spend more time actively seeking out and selling prospects.
Such assistance includes answering telephones in the cffice,
arranging appeintments, ceonducting interviews, assisting with
preparation of enlistment forms, and maintaining literature
racks.

CC Officers can also assist outside the office by attending
open houses, college fairs, and career days with the recruiter
and passing out literature, recording names and addresses, and
answering questions. During processing for enlistment, they
can alsoc help applicants stay interested in the Coast Guard by
telephoning them to see how things are going and to offer help
with forms, references, or by taking them to local Coast Guard
units for tours, etc. (CALL AHEAD FIRST. Note: This must be
coordinated with the recruiter.)

=. Referral Service:

{1)

There are numerous sources of potential candidates:

(a) Prospects encountered during nermal Auxiliary functions
such as Courtesy Marine Examinations, Public Education
Courses, conferences, etc.

(b} Prospects encountered during recruiting activities at a
high school open houses or career fairs, plus those you
encounter as a result of making presentations at Service
clubs, Fraternal and Veterans’ Organizations, etc.

{¢) Additionally, think about AIM candidates and other Academy
applicants who were not offered appointments tc the Acad-
ey .



{2) Alsc, use the possible referrals you encounter through boat
shows, speakers’ bureau activities and other similar activi-
ties.

{a) Any person who indicates an interest in jeining the Coast
Guard should be referred to the nearest recruiter. They
should appear to meet the minimum gqualifications as out-
lined in Encleosure (33). Follow-up by the CC Officer
should be made te ensure the recruiter and candidate have
made contact.

{b) Categories of assistance can change from ocffice to office
based on mission requirements in that area. The sugges-
tions provided on ways CC Officers can assist recruiters
are just that, SUGGESTIONS! If CC Officers have special
skills or abilities that may be of help, these should be
brought to the attention of the recruiting office RIC so
those skills may be effectively utilized.

(c}) CC Officers sheuld understand assistance works both ways
and Cecast Guard recruiters will provide all the support
they possibly can. Recruiting, in all its many facets, is
a TEAM effort and, very often, advice and assistance are
only a phone call away. Teamwork is the key to meeting our
objectives., Using all available rescurces to the fullest
is an important aspect of teamwork. Never hesitate to
request information, materials, or training. Coast Guard
recruiters will provide whatever is possible to make your
job easier.

{d) Auxiliarists authorized to wear the recruiting badge are
fully gualified recruiters and can fulfill any recruiting
activity with the exception of swearing in ceremonies when
delegated that authority by the Recruiter in Charge.

E. Helpful Hints

1. Always be neat in appearance—wear a clean, neat and proper uniform.
Emphasize the fact the Auxiliary is assisting the Coast Guard in
this as well as other wvital missions.

2. Follow-up of referrals must be timely. Too much delay may result in
the candidate losing interest or possibly joining another Service.
Remember, these prospects are also considering other Services.

3. Make up a basic Coast Guard infermation packet to carry in an auto-
mobile or boat {See Enclosure 34) for a list of current marketing
materials available for distribution). Material can be given to
anyone making inguiry about the Coast Guard. CC Officers should put
their name and phone number on a business card from a local re-
crulter and give it to the prospect to ensure a recruiting contact.

4, Until direct contact with a recruiter is made, the CC Officer should
stay in contact with the candidate and family to help stimulate
interest.
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5. Recruiting officers should have the names, addresses and telephone
numbers of CC Q0fficers in their local area of responsikility. Con-
versely, Auxiliarists should know the local recruiters and where to
go for information. Remember 1-800-GET-USCG.

6. The Recruiting Assistance Program (RAP) should be publicized cn the
WEB and alsc in District, Division, and Flotilla Newsletters in
order for all Auxiliarists to have the opportunity to assist and
participate. RAP, just like Academy recruiting, is open to all
Auxiliarists. Due to the costs of printing and postage Web based
publishing is rapidly becoming the primary location for program
information due to the Web based publishing mediums flexibkility,
timeliness, and accessibility.

7. With the exception of the reporting procedures, the ceontents of this
guide may be modified to suit local requirements. D3S0O-CC's may do
modifications only with approval from the DVC-PA.

8, The infermaticon included in the exhibits to this chapter should be

periodically reviewed with an Active Duty Recruliter to ensure cur-
rency.
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BLU.S. COAST GUARLD

U.S. COAST GUARD TRAINING QUOTA

MANAGEMENT CENTER (TQC)

Welcome to TQC'S Homepage

"THE RIGHT TRAINING AT THE RIGHT TIME"

The Training Quota Management Center (TQC) is a Headquarters unit located in Chesapeake,
VA. The 14 member staff is responsible for scheduling and issuing orders to Class "C" training
for Team Coast Guard. This involves scheduling 15,000 quotas for 449 different courses at
150 separate training locations annually, We also process payment documents for Coast Guard
students attending Advanced Education.

Click here for background information on TQC including, History, Vision, Mission, Location.

The services provided by TQC website include: listing Class "A" and "C" school convening
dates COMDTNOTE 1540; listing course prerequisites for all HQ funded class "C" schools;

Coast Guard Reserve Coast Guard Auxiliary training information; HQ Program/Course Manag-
ers guidance; unit training officer guidance; Coast Guard training publications information; and
links to U. S. Army (ATRRS) and U. S. Navy(CANTRACS) training information. Click here
to get started.

Location: (http://www.uscg.mil/hqg/tgc/)

7T 1

Go to above website for detailed information about Re-
cruiting Accessions School and Recruiting School op-
portunities
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(::EEEEEées Change 13 of 23APRS9

BAUS. COAS7T GIARD

COMDTNOTE 1540

Changes are posted according to change numbers monthly

FY99 CLASS CONVENING SCHEDULE FOR COAST GUARD CLASS"A" AND"C"
RESIDENT AND EXPORTABLE TRAINING COURSES

Table of Contents

Letter of Promulgation

Section A: "A™ Schools
Section B: "C" Schocls Resident and Exportable Courses with schedules
@on C: A1l "C" schools sponsored by HQ program managers >
0wy Bo.Coyurse Prerequisites
Sectien E: PQC for "A" Yand "C" School Infermation

This page maintained by wc¥iswell@tgc.uscg.mil

18 August 19987 \\v/

Created:

Click here for details regarding “C” schools for Auxiliary
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BHU.S. COAST GUARD

COMDTNOTE 1540 SECTION C

FY99 COAST GUARD CLASS "C" SCHOOLS

FORMAL TRAINING SCHEDULE

LEADERSHIP AND INSTRUCTOR PROGRAMS 1-B-13 Thru 1-B-16

Aux-03 Recruiting Access@g Click here “CC
k]

—
RECR! 1-B-26 Click here *Advanced CC Training”

Click on one of the programs above for course offerings
and schedules.
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Forms and Manuals

<::::g;;;;;ary Electronic Forms Online

Auxiliary Manuals Cnline

Go to this page and click above on the Coast Guard Auxiliary
HOMEPAGE (http://www.cgaux.org) locate the form listed below:

Short Term Resident Training Request form OG-5223

Fill form out on-line 10-12 weeks in advance of the convening date and
have Flotilla Commander sign first endorsement and forward te Director
of Auxiliary for second endorsement and forwarding to the Training Quota
Center, Cheseapeake, VA. Fax copies of this form are acceptable as long
as they contain the appropriate signatures.

Contact: Department of Information and Communication Services

BC-IEW@cgaux.org
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WELCOME TO

CGATENEWS

COAST GUARD ACADEMY TEAM EAGLE RECRUITING ASSISTANCE PROGRAM

Coast Guard Academy Team Eagle (CGATE) is the Coast Guard Academy's
network utilized by the Academy Admissions Office, and the Coast Guard
Recruiting Assistance Program. This new name recognizes the Academy as
the gateway to the sea. It also symbolizes the overall cooperative
spirit and effort of the velunteers who deveote their time to recruiting
students and regulars for the Ceocast Guard.

CGATE forms the backbone of the Academy's recruiting process. A few of
the things they do include attending college/congressional fairs, con-
ducting interviews, visiting schools, presenting appointment certifi-
cates, and following up on Academy applicants. Most of the volunteers
come freom the USCG Auxiliary, CGA Parents Association, Alumni Associa-
tion, professional military associations, and USCG active duty and
reserve members.

TOKEEP ALL THE VOLUNTEERS ABREAST OF THE LATEST RECRUITING NEWS
BY PUBLISHING ANEWSLETTER - CGATE.

Click on One of the Following for Information

Go to WEBSITE:

(http://www.cgatenews.com)
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The USCG Academy and RAP appreciates the vital services provided by
volunteers who dedicate their time, skills, and resources for recruit-
ing.

Our Mission

TO KEEP ALL THE VOLUNTEERS ABREAST OF THE LATEST RECRUITING NEWS
BY PUBLISHING ANEWSLETTER - CGATE.
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DEFARTMENT OF U. 5. COAST GUARD AUXILIARY MISSION DATE
TRANSPORTATION
U.S. COAST GUARD ACTIVITY REPORT - MISSION MM 1 DD 1 ¥Y
ANSC 7080 [1-88)
SECTK)N I TYPE OF MRBRSKOMN (Chﬂk cna box enly)
B3 o1 EAFETY PATROL 120 RADIO WATCHSTANDER [] 41 FEDEMAL AGENCIES
O 02 REGATTA PATROL [121 OFRCER OF THE GAY DUTIES [] 42 STATE AGENCIES
[ oa cHART UPDATE PATROL [ 22 oPs TARANING MISSION I 42 LOCAL AGENCIES
E] 04 PE INST s starcupe ke smoes. [] 23 B-2 ALERT SAA STANDBY 7 44
£J 08 MTINSTRUGTOR MSSION [ 24 B-0 ALERT SAR STANDBY [Gas
[J o7 cG OPERATIONAL SUPPOAT []25 SARCALLOUT ‘W
[J o8 G ADMIN SUPPORT [] 26 CG GREW AUGMENTATION (351 ELTMISSION
3 09 AIM MISSION [ 27 BL.TMISSION [] 52 MEP MISSION
3 10 PUBLIC AFFAIRS MISSION [J 28 MEP MISSION 1 53 ICE OPS MISSION
O 11 MARINE MISITS O 20 AUXILARY FADIO NETMISSION (154 LOGISTICS MISSION
O 12 PEINST saks<cuncaesws L] 30 AIDS TO NAV. MISSION - FEDERAL [1 55 TRANING MISSION
OTHER MISSKONSG 131 AIDS TONAV. MISSICN - PRIVATE Ose
[0 00 rAP MISSION O 32 BRIDGE Os7
O 91 CMEPWC/UPWCEY 1 93 PWC PATROL
[0 92 AUXMIS H DATA ENTHY Qa4 0 71 ENFORCEMENT OF LAWS & TREATIES
a3 Jas [0 72 MARINE ENVIRONMENTAL PRO TECTIGN
ISECTION 1 SUPPORT INFORMATION (Area whh ehadad border need only be completed lor GRS Missions)
LOCATION
HY ASEIST PATROL OREE RS WATERS
| REIME 2 NONREIMB. t NAVIGABLE 2 STATE
TYPCFACLITY FMCLITY IT
1 VESSEL 3 RADD 3 AR
SECTION I HMEMBER NFOHRUMATION {Area with ahaded bosdar naad only be completad 10: Alr Migaiona)
MEMBER NUMBER LAST NAME and IMTIALS ROLE TRANEE
"I I B B B t. LEAD Y or N
I A O B A A 2. ASSIST ¥ or N
[ I I I 2 _ASSIST ¥ o N
U WO I I I 2 ASSIST Yo N
[ T 0 O T 2. ASSIST ¥ or N
[ I O B 2 ASSIST YoM
I O O A 2 ASSIST Yo N
b Ll L 2. ASSIST Yo N
Ll bl 2. ASSIST ¥ o N
' I B A 2. ASSIST ¥ o N
I I I I I 2. ASSIST ¥ oor N
I B I I A Z ASSIST Yo N
REMABKS

REFPORT
MEMBERP SIGNATURE: ____ e Date_ ________ MU BER

NOTE: USE MEMBER ACHVFFYRERJRT(ANSC 7029) FOR OTHER MISSIONS
Previows adlicns are chaciata Former OGALIX-28
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P O ATION U.S. COAST GUARD AUXILIARY
ety MEMBER ACTIVITY REPORT
SECTION 1 TYPE OF ACTVITY Auxiliary Aclivity Hours Not Glkerwise Re ported
[uemBER NuMBER NA BE
[BECTION B ACTIVITY INFORMATION (Inatructions on back)
DATE TYPE & LOCATION OF ACTIVITY ACTIVITY P:gFl’J q?mvEL TOTAL
|
NOTE: TOTAL NOT TO EXCEED 9% HOURS ON THIS FORM TOTAL HOURS :
PEFOR
MEMEER'S SIGNATURE: ___ — Cate NUMEER
USE FOR ACTIVITIES NOT REPORTED ON OTHER AUXMIS REPORTS

COAUX-3
1
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SUPPLEMENTAL FORMS

SUPP-1



Enclosure {5)

- If you have any questions, please contact the Admissions Office at 1-800-863-8

SUPP-2

S U.S. COAST GUARD ACADEMY N

- All forms must be received by the Academy by 30 January.

© CANDIDATE ACTIVITIES: This form must K

. MILITARY PERSONNEL: If you are on active duty or active reserves, your Commanding

to COMDTINST M1100.3

SUPPLEMENTAL FORMS INSTRUCTIONS

Before you continue, write your name and bubble in your soclal security number (SSN)
on all forms.

GENERAL INSTRUCTIONS

Use the self-addressed envelopes to return all forms.

ForMs To BE COMPLETED & RETURNED By YOU
BACKGROLIND INFORMATION
ESSAY QUESTIONS: if more room is needed or you wish to col SWENS using a

typawriler or computer, you may attach additionat 5 using clip and please
ensure your name and SSN are at the top of ox

and wigned by your guidance
ot activities is sometimes halpful in

counsalor. A one or two page resume of your :
gee attach it with a paper clip and

the evaluation process. If you include a resume)
ensure your name and SSN are at t of each pay

TED & RETURNED By
INSTRUCTORS

guidance counselor that an offictal transeript

Forms To BE O

SAT I orRACT

| and/or ACT prior to 31 December. Only standard and timed tests
all scoves must be submitted to the U.S. Coast Guard Acadsmy by the
y OF your guidance counselor,

ER FORMS & INFORMATION WHICH MAY BE NEEDED

: f you are presently attending college or preparatory schoot, you
must have an official transcript sent to the Academy. The transcript should reflect all
courses completed and in progress.

Cfficer must submit a letter of recommendation on unit or command letterhead. Also.
include your fast 2 years of military performance evaluations.

(%11

A

Bt IR MR RT PRISTHG OFFICT 19T SA0-ARA
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Academy

HIGH SCHOOQOL
FTRANSCRIPT

U.S. Coast Guard

Pyt Mama
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Please toll us any sdditional informetion which may be significant in conaldering this student. if additionsl space s
necessary, attach o separate plaoe of paper. Thank you for your tene and sffort.
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Enrients Mama
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U.S. Coast Guard
Academy
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N ACTIVITIES !

@ QORHKECT MARK  + Use a Na. 2 pancll only. * Do not uss ink, baNpoint, or felt Hp pena,

"

B T A T
H O o Fsh oMW B

i

Thia form may not include some of the activitles you participated In duting high
. highlights any high schaol activities not Bstad on this form.

ATHLENIC ACTIVITIES

CIAL AWARDS AND ALL STAR SELECTION

: E, Al
REITY - D. TEAM | STATEAMSTRICT/ACITY OR
CAPTAIN OR , COUNTY L‘_'H'lmm
CO-CAPTARN i Explmin n “Aarace™
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i
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Enclosure

I¥ your brother or aister is currently on active duty or attanding one of thae Service Academies, please
provide the following information:

Mama, (Last, Flrsty Hame, (Lust, Firet)

Branch of service: Branch of service:
Coast Guard Marina Corme Coast Gued Marine Carps
Air Force Army Ajir Forca Army
Navy Navy
Indicate if your brother/sister has nttﬁndod wor is Indicate H your brother/sister or is
attending one of the Service Academies: attending one of the Service
USCGA Yaar of USCEA Year of
UBAFA graduation: USAFA gradustion:
USNA USNA
USMA USMA
USMMA USMMA
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Did you attend the Const Guard
Acadermny A or MITE programs?
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ESSAY QUESTIONS {continued)

- Describe & pergonal acoomplishment or experience that uniquely iustrates your character, commiment, and

: capabllity, helping us to rocognize your p kol o5 @ ful Coast Guard officer,
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USCGA Finalists: Medical Issues

The conditions listed in this handout are the most common conditions
for medical disqualification or thorough investigation. This list is
not all-inclusive, and standards are continually revised. If you have
any questions concerning the Ceoast Guard Academy’s medical require-
ments, please contact the Admissions Office at (860) 437-6776.

Height and Weight: The candidate’s weight should be well distributed
and in proportion to age, height, and skeletal structure. The table
below shows the corresponding Max/Min limits that will ke used during
your entrance physical by DODMERB. Once accepted to the Academy, you
should ke aware of Appendix C to COMDTINST M1020.8C (Encl 1}, which
details the maximum allowable weight for Coast Guard Academy cadets,
based on height and body frame. Rejection by DODMERB, and dismissal
from the Academy, will be recommended for individuals who show poor
physical development or show a tendency to obesity, regardless of
height and weight ratio. Individuals not meeting these requirements
may be measured for percent body fat. Maximum allowable percent body
fat is 26% for men and 36% for women. Minimum height is 60 inches,
maximum height is 78 inches.

Weight ({pounds)

Height Men Men = Women Women

{inches) Min Max Min Max
60 100 158 93 144
6l 102 16l 85 147
62 103 le4 g7 151
63 104 187 100 155
64 105 170 103 160
65 106 174 106 164
519 107 178 108 164
&7 111 181 111 172
68 115 185 114 176
69 119 188 117 179
70 123 192 119 183
71 127 1986 122 187
12 131 200 12% 187
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Weight (pounds}

Height Men Men Women Women
{inches} Min Max Min Max
73 135 205 128 187
74 135 210 130 187
75 143 215 133 187
16 147 219 136 187
77 151 224 139 187
78 153 230 141 187

Head, Scalp, Face and Neck: The following are causes for disqualifica-
tion or further evaluation: Tinea of any type. Benign tumcrs which may
interfere with the wearing of military equipment or are subject to easy
irritation. Any abnormalities of the skull will ke thoroughly investi-
gated and may be cause for disqualification. Any adherent or disfigur-
ing scars of the face, regardless of cause. Abnormalities of the thy-
roid. Symptomatic cervical ribs. Presence of cervical riks diagnosed
by radiographic examination will not be cause for disqualification.

Nosze and Sinuses: Loss of the nose, malformations or deformities that
interfere with speech or breathing or extensive ulceration.

Mcouth and Throat: Any and all abnormalities of the mouth and threat
must be carefully documented and those conditions such as malformaticn,
partial less, atrephy or hypertrophy of the tongue, tumcrs, stomatitis,
ranula, marked enlargement or disease of the tonsils, harelip, if dis-
figuring, loss or mutilation of the lips.

Fars and Hearing: Hearing acuity will be determined by audicmetric
testing on machines calibrated for IS0 or ANSI and an average level of
hearing loss greater than 30db or loss greater than 35db in any one
frequency in the 500, 1000, or 2000Hz frequencies or loss greater than
45db in the 3000Hz frequency or loss greater than 55db in the 4000Hz
frequency will be cause for disqualification, regardless of cause.
Abnormalities of the external or internal ear, unless minor. Any acute
or chronic disease cof the external, middle or internal ear.

Eyes and Vision: All candidates accepted shall have an uncorrected
visual acuity ne poecrer than 20/400 in either eye and must be correct-
able to 20/20 in each eye. Additionally, refractive error shall not
exceed plus or minus 6.00 diopters (spherical equivalent.) Astigmatism
shall not exceed 3.00 diopters and anisometropia not to exceed 3.5
diopters. Refraction is not required where the unaided visual acuity is
20/20 in each eye, unless medically indicated. Refractive error cor-
rected by orthokeratology or keratorefractive surgery is disqualifying.
Disease of the eye shall be cause of rejection. Contraction of visual
field shall be cause of rejection. Both eyes must be free from any
disfiguring or incapacitating abnormality and from acute or chronic
disease. The requirement as given above is considered necessary in

2
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Dental: Candidates must have sufficient teeth, natural or artificial,
in functional ccclusion to insure satisfactory incision and mastication.
Minimum requirement is on dentulcus upper jaw and/or dentulous lower jaw
corrected by a full denture or dentures. Carious teeth in excess of 5,
except those with incipient carious lesiens, must be satisfactorily
restored.

Thyroid: Any history of hyperthyrcidism, regardless of whether or not
on medication will be grounds for disqualification.

Human Immunodeficiency Virus: Candidates must have negative results on
approved tests for this virus.
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COLLEGE FAIR
QUESTIONNAIRE

REPRESENTATIVE NAME: PHONE:

COLLEGE FAIR/EVENT:

LOCATION OF FAIR: DATE:

STUDENT CONTACT
BY RACE ASIAN/PACIFIC ISLANDER
AFRICAN-AMERICAN
LATINO/HISPANIC
NATIVE AMERICAN
WHITE /OTHER

BY GENDER MALES
FEMALES

TOTAL CONTACTS
B e

HOW WOULD YQOU RATE THIS FAIR? EXCELLENT GOOD FAIR POOR

WHY?

GENERAL COMMENTS:

W

USE SELF-ADDRESSED RETURN ENVELOPE OR SEND TO: USCGA
ADMISSIONS({TR-4)
15 MOHEGAN AVENUE
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Marketing Pieces

1. Academy Video - Short video on life at Coast Guard Academy
Available: Upon request. Not for distribution at fairs

2. Academy CD-ROM (old View book) - Most detailed piece. De-
scribes Academy life and Admission requirements.

Available: Upon request. Not for distribution at fairs

3. <Class Profile - General profile of Coast Guard Academy
entering class.

Available: Upon request. Can be photocopied for dis-
tribution at fairs.

4. Major Handouts - Short descriptions of major

S. MITE Brochure - Brochure containing information about summer
program. Also contains application to program.

Available: Upon request. For distribution at fairs,

6. AIM Brochure - Color brochure containing information on
summer program.

Available: Available from Auxiliary National Supply
Center {(ANSC). For distribution at failrs and to inter-
ested high school juniors.

7. Minority Brochure - Brochure containing general interest
topics for minority applicants.

Available: Upon request.

8. Lead Generators - Brochure with pictures/short description
of Coast Guard Academy. Contains tear-off card for students to
mail for more information and a view book or CD-ROM.

Available: Upon request. For distribution at fairs.
9. Academy Poster - Poster cf USCGC EAGLE.
Available: Upon request. Not for distribution

10. One Page Flyer - Flyer with general Coast Guard Academy
information.

Available: Upon request. For distribution at fairs.
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U. S. Coast Guard Academy
Admissions Department

Applicant Interview Guidebook
Coast Guard Academy

1



Enclosure {9) to COMDTINST M1100.3

lican n" W idelines
I. Purpose of Interview:

The applicant interview is intended to serve two purposes.
First, the interview process allows a Coast Guard representative to
engage in dialogue and provide the applicant “timely information
about the Academy and the Coast Guard. Second, the interview
process will provide the Cadet Candidate Evaluation Board (CCEB)
with a Coast Guard representative's impression of the applicant for
use in their admissions decisions.

The interview is intended to be a face-to-face meeting between
you and the applicant. Since the interview may be the applicant's
only contact with a Coast Guard representative, it is important that it
‘be a meaningful experience designed to give him or her a favorable
insight into the Coast Guard Academy. An accurate portrayal of the
Academy and the need for resoluteness can serve the applicant well
in determining whether the Coast Guard seems right. An applicant’s
commitment and motivation develops from good decisions based on
accurate information.

II. Organization:

The admissions interview process is a massive undertaking
that would not be possible without: your generocus efforts to
contribute. As the interviewer, you will play a key role in the
process which is depicted below:

CGA REGIONAL
INTERVIEW STRUCTURE

Admisslons
Regional Coordinetor
m-m )

District Staft Ofticer = IEE

Iimsrviewers *
Student
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II1. Policies and Procedures:

The applicant interview you conduct will include two parts.
First is the actual interview involving you and the candidate. The
second part is an information session where you may share
information and answer questions for the applicant and their
parents. The following are guidelines to assist’ you in conducting
applicant interviews.

1. Contacting the applicant:

Your District Staff Officer(DSO) will advise you of the applicants
you are to interview including their address and phone number. You
should then telephone the applicant to schedule a mutually agreeable
time and location for the interview. You should advise the candidate
that the interview process will take between 60 and 90 minutes. If
unable to reach an applicant after a reasonable effort, note this
information on the interview report form and return to your DSO.
Contacting the applicant is not intended to be a burden on you, nor
should you feel compelled to share your personal time with an
applicant who is not adequately motivated to make reasonable
efforts to schedule an interview.

2.1 n 1 timi { interview:

Interviews are best located at a Coast Guard facility to expose
the candidate to the Coast Guard. Other public facilities, such as
schools, are the preferred alternative if you can arrange access to
them. If such public facilities are not possible, the interview may be
conducted at the applicant or interviewer's home. As a last resort,
and interview may be conducted over the phone if it is the only
feasible way to conduct the interview. '

If you conduct the interview in a home, gnsure that parents or
guardians are present in the residence. Upon arriving, advise the
applicant and their parents that the interview process will include
two parts. The first part will be a private interview between the
interviewer and the applicant only, lasting 30 to 60 minutes. The
second part will be an information session including parents. The
entire process should take no more than 90 minutes.
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3. Dress and Appearance:

Uniform or professional dress are appropriate for the
interviewer. Since perceptions and opinions on attire and
appearance vary widely, it is an area of unavoidable bias which you
should not include in your interview report. You will probably
observe a wide variety of dress by applicants, and you should pot
report on the applicant’s attire or appearance unless it is extremely
offensive or outrageous.

4. Opeping:

You will want to establish a relaxed, informal tone to encourage
open interaction with the applicant. You may wish to discuss general
Coast Guard topics at the outset or ask them about the completion of
their application process.

5.

A list of interview questions is provided in this handbook
(Enclosure 1). The Interview Question List was developed from
extensive research on interviewing as well as a pilot Academy
interview program conducted over two years. Interviews are a very
difficult evaluation tool to standardize and reduce bias since each
interviewer is different. However, it is critical to the integrity of the
CCEB evaluation process that standardization be achieved in the
interview process. The list of interview questions was designed to
provide standardization through established questions to include in
each interview. The interview questions list is an all-inclusive list
of allowable interviewer questions. Qnly the questions provided on
that list shall be used during the applicant interview. During the
interview you should take adequate notes to enable you to document
the interview on the Interview Report Form (Enclosure 2).

* In observing the applicant responses you should take note of
the applicant's confidence, humor, intelligence, and other observable
traits, Consider what you find most striking about the applicant.

* You will note the exclusion of questions which address

politics, religion, etc. Such topics of opinion are unrelated to a
applicants competition and should be avoided at all times during

contact with applicants and their families.
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* The interview should be applicant focused. As such, the
majority of the speaking should come from the applicant. Refrain
from the natural tendency to fill the conversation by telling the
applicant about yourself and the Coast Guard. Instead, facilitate open
and frank discussion from the applicant. You will have an

opportunity to share your knowledge in the second, discussion part
of the meeting. '

After you have completed the private interview with the
applicant, you may invite the applicant and their family to discuss
general interest topics regarding the Coast Guard and the Academy.
This portion of your applicant visit is intended to provide an
opportunity to address the questions and/or concerns of the
_applicant, as well as opportunity for you to share the attributes of
the Academy and the Coast Guard. A guideline of suggesred
discussion topics is included in this handbook for your use (Enclosure
3).

The discussion portion of your applicant appointment is
intended to provide the applicant and their family an opportunity to
learn about the Coast Guard and Academy. As such, no portion of
this discussion session should be included in your interview report.

G.Mmumgmﬁnn_numuim

The interviewer should take sufficient notes during the
interview to recall facts and impressions for completion of the
Interview Report Form (Enclosure 2). No notes should be taken
during the discussion portion following the actual interview, nor
should this portion of the meeting be documented in the report. The
important impressions should be drawn from the standardized
interview questions and not from general discussions on the Coast
Guard or the Academy.

* Complete the Interview Report Form from the notes you took
during the interview. State what you find most striking about the
applicant. Discuss whether you thought the applicant was confident,
poised, articulate, intelligent, humorous, blessed with wisdom, etc.

Be specific in your description and provide examples to support your
impressions.

* Avoid the tendency to advise the CCEB on accept/don’t accept
discussions. The interview is designed as a value-added step in the
complex admissions process involving a multitude of inputs. Since

5
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the CCEB is the only body which can observe all admissions variables
simultaneously, they will greatly value your face-to-face
observations as they make the accept/don’t accept decision.

* The completed Interview Report Form should be immediately
forwarded to your DSO for further processing.



Enclosure (9) to COMDTINST M1100.3

Coast Guard Academy
Suggested Discussion Topics
Admissions:
* Highly competitive; 1 in 12 applicants accepted; One of the most

selective colleges in the country; Entering class of approximately
275 from over 5,000 applicants.

Academy:

* 800 Cadets in Corps.

* Swab Summer: 7 weeks; 1 week on EAGLE; training and

orientation into Academy and Coast Guard culture; Inculcates

pride, tradition, fitness, seamanship, missions, etc.; Physically and
mentally demanding. '

i i Basic test includes pull-ups (men) or
incline pull-ups (women), 2 minutc sit-ups, standing long jump,
300 yard shuttle run, and 1.5 mile run.

* Academics: 8 majors - Mechanical, Electrical, Civil, and Naval
Architecture & Marine Engineering, Operations Research, Marine
and Environmental Sciences, Government, and Management. 8:1
Student to Professor ratio. Avg. class size of 16.

* Athletics: 21 Varsity sports for men and women. 70% of cadet
corps participates in a varsity sport. Club and intramural sports
also.

* Music: Excellent opportunities in instrumental and vocal music.

Regimental Band, Drum and Bugle Corps, Annual Cadet Musical,

Glee Club, and Protestant and Catholic choirs.

Barque EAGLE & Summer Programs: 3 masted barque is

America's Tall Ship. 295 feet in length, superb training platform.
Other summer programs include Aviation, Damage Control
training, leadership, and Junior Deck Watch Officer afloat.

*+ Character Development: The Academy serves as the Leadership
Development Center for all ranks of Coast Guard personnel;
Resident staff of experts in the field.

* Honor Concept: The Academy is unique in that promotes an honor
Concept rather than an honor code. A code defines what is right
and wrong. An honor concept provides fundamental philosophy
for recognizing and doing what is right. Cadets are challenged to
determine, on their own, what is acceptable, The Academy serves
the nation by providing leaders of strong character and integrity.
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Coast Guard Academy
Interview Question Sheet

Interest and Motivation:

- How did you first hear about the Coast Guard Academy?
- Why do you want to attend the Coast Guard Academy?

- What are your impressions of the Academy?

-What goals do you think you might want to pursue ?

Personal Strengths & Weaknesses:

-What are you personal strengths that will assist you at the Academy?
-What are your weaknesses? o
-What is your definition of Integrity?

Achievement: »
-What personal achievement(s) are you most proud of?

Influences:

-What do your parents & friends think about your attending the Academy? How much influence will they have in
your decision?

-Who has encouraged/helped you the most o pursue an appointment to the Coast Guard Academy?

Awareness: :
-What do you consider one of the most newsworthy event it recent years? Why?

Decision:
-What/who will be the primary factors in your final decision?
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Coast Guard Academy

Candidate Interview Report
Name of Candidate: Date of interview:
Candidate SSN: Length of interview:
Address: Name of Interviewer: -
High School:
Phone number:

INSTRUCTIONS: Please use the provided ACADEMY INTERVIEW QUESTION SHEET to engage in dia-
logue with the candidate and provide specific comments which describe your overall impressions of this candi-
date in the space below. Please be specific in supporting your written comments.

COMPARISON SCALE: Please circle a descripter which describes your impression of this candldate as com-
pared to other college-bound students in their age group.

DISTINQUISHED EXCELLENT GOOD AVERAGE BELOW-AVERAGE POOR

Interviewer’s Signature: Date:
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U.S. COAST GUARD ACADEMY

APPOINTMENT CERTIFICATE PRESENTATION

QUESTIONNATRE

Student’s Name:
Date of Presentation: Time:
Disposition: Attended = Not Attended(Reason:
General Comments:
Presenter’s Name:

_ Active Duty __ Reservist Auxiliarist _ Alumni

Parent’s Association  NNOA/BNSO Active Duty Retired

Cther:
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COAST GUARD ACADEMY RECRUITING SUPPLY REQUEST FORM

Name: Date:
Title:

bddress (where materials should be sent):

fhone WNumber

E-Mail
I need materials for the following event{s) {include dates}):
I request college fair box({es}, if applicable. A typical col-

lege fair box includes: 50 Lead Generators, 10 MITE Brochures, 50 One
Page Brochures and a Folder of Information. Special requests for materi-
als other than those enclosed in a College Fair Box can be made by
indicating the marketing piece and quantity desired in the section below
Items not listed below are unavailable for distribution. Please do not
call the Academy te inquire about the status of your supply reguest.

All contact with the Academy should be made through your DSO-CC.

1. Academy Video - 5hort video on life at CGA.

Available: Upon request . Not for distribution at fairs.

2. Academy View book - Most detailed piece. Describes
Academy life and Admission requirements.

available: Upon request. Not for distribution at fairs.

3. Academy CD-ROM - Most detailed piece. Describes
Bcademy life and Admission reguirements.

4. Class Profile - General profile of entering clasgs.

Mvailable: Upon reguest, Can be pholocopied for distribution at fairs.

5. Major Handouts - Short descriptions of majors.

Available: Upon request. Not for distribution at fairs.

6. MITE Brochure - Brochure containing information
about summer program. Also contains application to program.

Availakle: Upon requesgt. For distribution at fairs.

7. Minority Brochure — Brochure containing general
interest topics for mineority applicants.

Available: Upon request.

8. Lead Generators - Brochure with pictures/short de-
scription of Coast Guard Academy. Contains tear off card for stu-
dents to mail for more information and a view book.

Available: Upon request. For distribution at fairs.

1
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%. Academy Poster - Poster of USCGC EAGLE.

Available: Upon reguest. Not for distributien.

10. One Page Flyer— Flyer with general CGA information.

Available: Upon request., For distribution at fairs.

DSO-CC NAME: APPROVAL (YES)or{KO):

ADDRESS:
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RETYPE USING: USCG AUXILIARY STATIONERY OR HEADER

John Doe, Guidance Counselor Date
Central High School

Big Town, TX 20222

Dear Mr. Doe:

Each summer the United States Coast Guard Auxiliary sponsors the Academy
Introduction Mission (Project AIM). Preoject AIM is a six day program
conducted the last full week in July at the United States Coast Guard
Academy, New Londen, CT. Two hundred and twenty qualified high school
juniors from around the nation are invited to the Academy for a week of
intense Coast Guard and military indoctrination under the direction of
Academy staff, upperclass cadets, and selected Ceast Guard Auxiliarists.
Project AIM provides these students with the unique oppeortunity to
observe the traditions of the Coast Guard Academy firsthand, and assess
the educaticnal and other benefits of a potential career in the United
States Coast Guard.

Selections for Project AIM are made by the Coast Guard Auxiliary. The
basic requirements for selection to attend Project AIM are:

1. A U.S. citizen not over 18 years and not under 15 years of age.
2. Between the junior and senior years in high school.

3, Good scholastic record, in upper 25% of class. Strong PSAT, PLAN,
SAT, or ACT Scores.

4., Visual acuity 20/400 correctable to 20/20 or better, refractive errocr
not to exceed + 6.0 diopters. Astigmatism not to exceed 3.00 diopters,
Anisometropia not to exceed 3.50 diopters. Not color blind. An eye exam
may be a part of the process for those who wear corrective eyewear.

5. Good health, with no physical handicaps or defects. (asthma, color
blindness, joint surgery,etc.)

6. Good leadership potential.
7. Genuine interest in a career in the United States Coast Guard.

If you have any students who meet these requirements and who are inter-
ested in applying for Project AIM, please have them contact me regarding
an application. The following must be submitted by 31 March: (1) The
enclosed Application for AIM (2) PLAN or ACT, PSAT or SAT scores (3) a
transcript of the high school record showing grades for the first five
semesters and (4) a brief counselor and coach recommendation. Personal
interviews will be arranged for those students whose applicaticns are
complete and merit further consideration.

The United States Coast Guard Academy is the only national service
Academy whose admission is based strictly by individual competition and
not by congressional nomination. We feel this may be an outstanding
cpportunity for one of your students to see the Academy and experience
cadet life. ***(Optional if you have this information: Several students

1
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from your high school have already participated in Project AIM in the
past, (insert Names and Year). Your high school currently has cadets
enrolled at the academy, (insert Names and Year of Graduation. ) ***

Any assistance that you can give us in acgquainting your students with
this program would be greatly appreciated. Please feel free to contact
me if you need any additional information.

Sincerely,

{NAME)

U.S. Coast Guard Auxiliary
Career Counselor

Address

Phone

E-Mail

Fnclosures: (1) AIM Brochure(s)

{2} Application(s) for AIM



Enclosure {13} to COMDTINST M1100.3

MUST BE RETYPED ON USCG AUXILIARY STATIONERY OR LETTERHEAD PAPER

Date

Mr. John Dece, Counselor
Central High School

Big Town, TX 20222

Dear Mr. Doe:

I recently wrote to you regarding the United States Coast Guard
ABuxiliary’s Academy Introduction Mission (Project AIM). This six day
program is designed to give qualified young men and women an opportunity
to learn about the Coast Guard Academy and a potential career as a
commissioned officer in the United States Coast Guard.

If it is convenient, I would appreciate the opportunity to visit you to
further discuss the AIM program and provide you with pamphlets that can
be distributed to interested students. In addition, if there are any
students who are interested in applying for this program, I would be
happy to meet them as well. It is my goal to insure as many qualified
students at your school learn of this pregram as possible. Please call
me if you are interested in setting up a meeting.

As a reminder, applications for the AIM program are due by March 3lst.
Thank you in advance for any assistance you can provide in acquainting
your students with this opportunity.

Sincerely.

{NAME)

UJ.3. Coast Guard Auxiliary
Career Counselor

Address

Phone

E-Mail
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MUST BE RETYPED ON USCG AUXILIARY STATIONEKRY OR LETTERHEAD PAPER
Date
Dear AIM Applicant (Use Name Whenever Possible):

Each year the United States Coast Guard Auxiliary is privileged to select two
hundred highly qualified young men and women to participate in the Academy Intro-
duction Mission (Project AIM). Project AIM is a six day program conducted the
last full week in July at the United States Coast Guard Academy, New London, CT.
AIM participants live the routine of new cadets, from reveille to taps, experienc-
ing many of the exciting activities that Academy life has to offer. This is a
unique opportunity to observe the rich traditions of the Coast Guard Academy and
assess the educational and other benefits of a potential career in the United
States Coast Guard.

In order to be competitive for selection to AIM Week, you must:
1. Be a U.S. citizen not over 18 years and not under 15 years of age.
2. Be between your junior and senior year in high school.

3. Have a good scholastic recerd, in the upper 25% of your class. You must also
have strong PSAT, PLAN, SAT, or ACT Test Scores.

4. Have visual acuity 20/400 correctable to 20/20 or better, refractive error not
to exceed + 6.0 diopters, astigmatism not to exceed 3.00 diopters, Anisometropia
not to exceed 3.50 diopters and net be color blind. An eye exam maybe recuired for
all applicants wheo wear corrective eye wear.

5. Be in good health, with ne physical handicaps or defects (asthma, color blind-
ness, joint surgery, etc.).

6. Have demcnstrated good leadership potential.
7. Have a genuine interest in a career in the United States Coast Guard.

The following must be submitted to me (or appropriate person) by March 31st: (1)
The enclesed Application for AIM (2) PSAT or SAT, PLAN or ACT results; {(3) a
transcript of the high schecl record showing grades for the first five semesters
and (4} brief counselor and coach recommendation. Personal interviews will be
arranged for these students whose applications are complete and merit further
consideration.

If you have difficulty contacting me, please contact the person I have listed
below. Best of luck to you, and I look forward to receiving your application.

Sincerely,
{NAME}
U.s. Coast Guard Auxiliary

Career Counselor

Address, FPhone and E-Mail
Pleass contact the following person 1f you cannot contact me:

MName

Address, Phone and E-Mait

Encl: (1) Application for AIM
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DEPARTMENT OF UNITED STATES COAST GUARD AUXILARY
mansrortation]|  APPLICATION FOR ACADEMY INTRODUCTION MISSION
CGAUX-10 (37) AT THE UNITED STATES COAST GUARD ACADEMY

PRIVACY ACT STATEMENT: Inmﬁmsmcmo}{a],mmmmﬁonipmgdnmmupplyinummdhhnﬁmhﬂn
Unied States Coasd Guard,

1. which suthorized the solicitation of S information ; 14 USC SEC 182,

2. ru;um awmemmmamwuwmum:mmeumuw" in the Acadamy Introduction Misgion program af
3 Tmmwmmumdhhwmmw&m.aﬂmMmmﬁqmdanwmmmw
Mummmwmemmmmammwmmm.mwwm

4. Mammdmmmﬁonhmdawmvwmmuhwlthanwunkwhtﬂﬂmhw.ﬁm.dm
Wummdmwmﬂm:mmdh ioematon e voluntary but the aikes to provids the information wi

mmmwmmmmmm|nmmummmumumsunmawummm

I, here by apply for consideration for the Academy
introduction Mission (AIM) at the United States Coast Guard Academy this summer. | understand that a $125.00 fee (excluding
transportation) for meals will be required if | am selected to attend AIM. | understand that | will be under no cbligation fo the U. 5.
Coast Guard due to my participation in the AIM program.

1. |am not over 18 years of age nor under 15 years of age at this time.
2. lam a United States Citizen.

Dede and place of Bt Sex Height Weight

How do you describe yourself? {If you care to do so} Choose only one

[ White or Caucasian U American Indlan or Alaskan Native ) Black or African American

0 Hispanic American J Asian American or Pacific islander

1. thave NO physical handicaps or defects,(as asthma, color blindness, joint surgary, etc) and 1 am in good heatth. {Note: any
occurrence of active treatment of asthma will disqualify you )

2. My visual acuity is no poorer than 20/400 in either eye and is cormectable to 20720 in each eye, refractive error not to sxceed
+/- 6.0 dioplers. Astigmatism not to excesd 3.00 dioplers.
Anisometropia not 1o exceed 3.50 diopters.

3. [ have no color biindness.

I am currently in my JUNIOR YEAR of high school at

2, Schools attended in Sophomone Yeer
Freshmart Year
3. | have a good scholastic racord of 3.0 GPA or better or scholastic average of 85 over 2 1/2 years.

4. My high school academic average (5 terms): class standing (F available): outof

{over)  ANSCTO4




Enclosure (16) to COMDTINST M1100.3



Enclosure {17} to COMDTINST M1100.3

MUST BE TYPED ON USCG AUXILIARY STATIONERY OR LEADERHEAD

Date

Applicant Name
Street Address

City, State, Zip Code

Dear (Applicant},

Thank you for submitting your Application for the Academy Introduction
Mission (AIM prcgram). We appreciate your interest in the Coast Guard
Academy, and in particular, this Academy introduction program.

A preliminary evaluation of your application was made, and it was deter-
mined that you do not meet the minimum (INSERT: Health and/or Scholastic
Requirements, whatever the disqualifier. Expound on specifics so appli-
cant is not left in the dark} to be selected for the AIM Program. Par-
ticipation in the ATM Program is not a prerequisite for Coast Guard
Academy admission. Therefore, I encourage you to apply to the Coast
Guard Academy next year if you are still interested.

Please feel free to call me regarding ycour application for AIM and any
additional advice I can offer on applying to the Coast Guard Academy or
any other Coast Guard program. I wish you the best of luck in the fu-
ture, and look forward to hearing from you.

Sincerely.

{NAME}

U.8. Coast Guard Auxiliary
Career Counselor

Address

Phone

E-Mail
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AIM MATHEMATICAL COMPUTATION SHEET

Candidate's Name District Division Flotilla
{Please print; First Name Last Name)

{See Instructions on Back)

. ACADEMIC SCORES

9th Grade 10th Grade
Subject 1sthalf  2nd half Subject 1st half 2nd half
Subject 11th Grade  Subject 11th grade
Total all Scores times 24 = .
Divided by "Total # of boxes with scores above” = _=TOTAL

(Minimum 2040 points)

Il. TEST SCORES SAT or P/SAT, ACT or PLAN { ACT OR PLAN MUST BE CONVERTED TO SAT EQUIVALENT
USING ENCLOSURE (17) OF COMDTINST M1100.4C) IF BOTH PSAT AND PLAN SCORES ARE AVAILABLE, COMPUTE
BOTH. USE THE TEST SCORE (PSAT,SAT,PLAN,OR ACT) THAT RESULTS IN THE HIGHEST TOTAL.

Math Score times 2 = + Verbal { English ) =Total
Math Score times 2 = + Verbal ( English ) = Total _
Use the test which gives the higher total TOTAL _

(Minimum 1500 points})

Hl. PRE - BOARD SCORE Sum of Academic & Test Scores TOTAL _
The minimum number is set by DVC-PA (Maximum 4800 points  Minimum 3500)

IV. EVALUATION BOARD SCORE

Interviewer #1 Interviewer # 2 Imterviewer # 3

Interviewer # 4 Interviewer # 5 Interviewer # 6

Total times 4 divide by number of interviewers = TOTAL

(There must be at least 4 interviewers.) {(Maximum 3200 Points)

V. AIM SELECTION SCORE Pre - Board + Eval Board GRAND TOTAL
The minimum number is set by DVC-PA (Maximum 8000 Points; Minimum 6500)
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V.

AIM MATHEMATICAL COMPUTATION SHEET
INSTRUCTIONS

ACADEMIC SCORES:

1.

Transfer the letter grade into a percentage score using the following: A=95,
B=85, C=75, D=65, F=55. Do not account for plus or minuses (A- =85, B+=85
etc.). Those schools who do not submit letter grades, rather percentages,
should be converted as well. Do not use the percentages provided by the
school. Use the following guide: 100-90% =95 pts, 89-80% =85 pts,
79-70% =75pts, 69-60% =65 pts, 59-50% =55 pts,

Do not enter Physical Education, Music, Art, Industrial Arts, Home
Economics, Driver's Education letter grades.

Total all the numerical scores for the 9th, 10th, and 11th Grades. Multiply
this total by 24 and divide the total by the number of boxes with scores. This
number should not exceed 2400 points. Record this score on the space
marked TOTAL.

TEST SCORES:

1.

Convert the P/SAT scores by adding a "0" to the end of the number. This
will make the score a three digit number. Example: 50 becomes 500.

A PLAN or ACT score must be converted to the P/SAT or SAT number
using the ACT to SAT Conversion Table, Enclosure (19) of COMDTINST
M1100.3, Auxiliary Career Counselor Manual.

There are two areas provided in this Test Score section to log test scores.
Most high school juniors will not have ACT or SAT scores. [f two scores are
provided, select the higher score and record this score on the space marked
TOTAL. This number should not go below 1500 points.

PRE-BOARD SCORE:

_ Add the Academic Score Total to the Test Score Total. Record this

number in the space marked TOTAL. This number is not to exceed 4800
points. Applicants must have a pre-board score of 3500 (subject to change
by DVC-PA) to continue the process, the Evaluation Board.

EVALUATION BOARD:

_ There must be a minimum of four scores for this section. Total all the

interviewer scores and multiply by "4". Divide this number by the number
of interviewers. This number is not to exceed 3200.
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2. As a word of caution, if the scores come in at 800 points by each
interviewer, the application may be audited by higher level CC Officers for
subjectivity. Scores in the 700-800 range shouid be a rarity, not the norm.

V. AIM SELECTION SCORE:

1. Add the Pre-Board Score to the Evaluation Board Score to determine
the AIM Selection Score. Those candidates with an AIM Selection
Score of 8400 will have their application packages forwarded to the
DSO-CC with a signed Medical Release Form and Health Evaluation
Sheet (See Career Counselor Manual, Chapter 3, Section C). Those
candidates with an AIM Score of 6500 or below should be notified of

non-selection via letter. See Enclosure (27) to Auxiliary Career
Counselor Manual.
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CONVERTING ACT (or PLAN) TEST SCORES TO RECENTERED SAT

ACT cr PLAN SAT-M SAT-V
1 200 200
2 220 220
3 240 240
4 260 260
5 280 280
© 300 300
7 320 310
8 330 320
9 340 330

10 350 340
11 370 350
12 380 360
13 390 370
14 400 380
15 410 390
16 420 400
17 430 430
18 440 450
1% 460 470
20 480 490
21 500 500
22 520 520
23 540 540
24 560 560
25 580 580
26 600 600
27 610 600
28 630 630
29 650 660
30 660 680
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31 680 710
32 700 740
33 740 780
34 760 790
35 790 800

36 800 800
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PROJECT AIM EVALUATION BOARD RATING SHEET

Candidate’s Name: Age:

Rater’s Name: Division/Rank:

Instructions: Rate Candidate on gquatifications listed below. Be sure you have

studied the instructions for this rating shest({printed on the back of this
form}. Circle ome of the standard scores for each category. Enter score on

line to right. Add comments and total Score on Reverse side of this sheet.
RATING:

1. ACADEMIC QUALITY: College Preparatory Track (regular math, algebra,
geometry, trigonometry, language, physics, chemistry,history} H.3.
Honors, Accelerated courses at demanding H.S..

20 / 30 / 40 / 45 / 50 /55 /60 /70 /80 /90 / 100

2. LEADERSHIP: Student Council Officer; Team Captain; Editor of Maga-
zine or Newspaper; Girl Scout or Boy Scout Leader; etc.

20 / 30 / 40 / 45 / 50 /55 /60

3. POISE, PRESENCE: Self-confident; Clarity of Expression; Experience
on Stage; Debate Society; etc.

20 / 30 / 40 / 45 / 50 /55 /60

4. RECOGNITION: National Henor Society; other Academic or Civic Hon-
ors.

20 / 30 / 40 / 45 / 50 /55 /60 /70 /80

5. PARTICIPATION: Student Council membership; Club membership; Band;
Intramural Sports; Home (sandlot) sports; Ice-skating; skiing etc,

20 / 30/ 40 / 45 / 50 /55 /60 /70 /80

6, SPORTS: Junior Varsity; Varsity; How Many? Letters - JC - Varsity;
Majors Sports {(Foctball, Baseball, Basketball, Soccer, Hockey, etc.

20 / 30 / 40 / 45 / %0 /55 /&0 /70 /8O /90 / 100

7. APPLICATION, ENDURANCE: Study Habits (how many hours - extra
projects); Work experience - after school, summers.

20 / 30 / 40 / 45 / 50 /55 /60 /70 /80
8. INTEREST IN COAST GUARD OR SERVICE CAREER: Probable college major.
20 / 30 / 40 / 45 / 50 /55 /60 /70 /80 /S0 / 100

9. PERSONALITY: FEmotional Stability; Socialization; Cynicism; Bitter-
ness; Attitude toward School and Administration.

20 / 30 / 40 / 45 / 50 /b5 /60 /70 /8O

10. WRITING: Your judgment of ability to express self in writing based
on written sample of Preliminary application.

20 / 30 / 40 / 45 / 50 /55 /60
1
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Comments:

TOTAL SCORE (MAX B00)
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ACADEMIC QUALITY:
What is your favorite subject, your most challenging? In what ways do you expect your high
school courses to prepare you for college, for life?

LEADERSHIP POTENTIAI:

As a team captainfleader, how have you promoted team work, eased conflict? How would you
share your Vision of the team/group goal(s)? How do you see your role in relation to the team/
group, the coach/counselor?

POISE, PRESENCE:

Tell us a littie about your experiences in presenting class/community projects or reports to
others. How were you able to handle the uneasy feeling(s) you had before you got up?

RECOGNITION:

Tell us something about the honors you have received. Have you received any honors not
mentioned in your application, tell us about them?

PARTICIPATION:

What clubs/social activities have you found to be most rewarding? If you had more time, what
other activities would you like to participate in?

SPORTS:
What place do you see for sports in your life?

APPLICATION ENDURANCE:
How much time do you spend studying? How do you work in a social life, a job, personal
enrichment?
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INTEREST IN COAST GUARD OR SERVICE CAREER:

Why would you consider a career in the Coast Guard or other Govermment service? In which
way does the Coast Guard meet your career goals and objectives? What might be some of the
advantages/disadvantages of being a Coast Guard officer?

PERSONALITY:

In general, how would you describe yourself? Who has been the most influential individuat in
your life, the person you would most like to be like? Please tell us something about your present
home situation

COMMUNICATION SKILLS (WRITING):
What kinds of writing have you done, for fun, for information or instruction?

CONTINUE ANY COMMENTS FROM PREVIOUS PAGE BELOW
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MUST BE: USCG AUXILIARY STATIONERY OR LETTERHEAD

Date

Evaluator Name
Address
City, State, Zip Code

Dear (Name):

Thank you for offering to serve on the Academy Introduction Mission (AIM) Evaluation Board. The
Board will be interviewing several candidates who have submitted applications and have met the minimum
scholastic requirements.

AIM candidates are selected on the basis of their high school grades, standardized test scores and
Evaluation Board results. Please review the enclosed Evaluation Board Rating Sheet and candidate
applications prior to the Board. We will meet thirty minutes prior to the Board to discuss procedures and
answer any last minute questions.

The evaluation board will take place on: {date)
At atime and location listed below:

The Pre-Board Meeting will be held at: (location)

I realize your time is extremely important, and 1 appreciate your interest and willingness to assist in this
important Auxiliary and Academy program. Please give me a call if you have any questions or conflicts
with the scheduling of the Board.

Sincerely.

(NAME)

U.S. Coast Guard Auxiliary

Career Counsclor

Address

Telephone and E-mail (if available)

Encl: (1) Evaluation Board Rating Sheet
(2) Candidate Applications for AIM
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AIM BOARD EVALUATION INSTRUCTIONS

1. PURPQOSE OF THE AIM PROGRAM (also known as “Project AIM”}:

a, The primary purpose is to assist the Coast Guard Academy in securing
desirable young men and women as cadets and future officers. Although we
concentrate on the Project AIM summer program, it should be kept in mind
that our efforts should be directed throughout the year in the overall
mission of cadet procurement.

2. NATURE OF THE RATING!:

a. You are evaluating the AIM candidate on overall “promise,” so both
assets and liabilities must be considered. Although important, “academic
promise” alone does not assure that an applicant will persist and/or
show promise as a future Coast Guard officer.

b. In your interview and evaluation, it is important that you don’t let
your general impression of the individual influence the interpretation
of any particular aspect of the candidate’s record, i.e., “halo effect”.
Avoid the tendency to “excuse” or “explain away” apparent weak spots.

¢. There are many factors which determine an AIM candidate’s ability to
complete the Academy and become a successful cofficer. Your task is to
measure as fairly and accurately as possible the extent to which each
candidate meets those requirements.

d. The S0-CC will have determined the Pre-Board score before the Evaluation
Board meets to interview candidates. This score takes inteo account the
high school marks and PSAT or SAT scores. YOUR JOB I3 TO RATE THE CANDI-
DATE ON THE OTHER IMPORTANT FACTORS! These factors, which appear on the
“Project AIM Evaluation Board Rating Sheet {Enclosure 20} are discussed
in the following paragraphs. You will assign one “standard score” for
each item - either a 20, 30, 40, 45, 50, 60, 70, 80, 90, 100. These
instructions are based on the Academy’s Cadet Evaluation Board’s “Pre-
cepts.”

3. RATING FACTORS.

a. ACADEMIC QUALITY

(1) This involves the academic quality of the high school as evidenced
by the high school profile, if available, or the percentage of
graduates who go on to college.

{2) If a candidate’s high school rank or marks appear to have suffered
as a result of attending a high school which has higher than aver-
age academic standards and/or an above-average student body, you
should compensate for this by assigning a higher rating than would
be assigned to a candidate with similar qualifications but who
attended a less demanding high school. (This compensation can only
be used in the Evaluation Beard, not in the computation of the 2-1/
2 year high school average.
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b.

d.

{3) The candidate who is on the college preparatory track, taking an
accelerated program with honors courses in a demanding high school
(taking analytical geometry, third-year language, physics, history
and added electives in the junior year) is probably worth a rating
of 100. A demanding high schoel might be one whose students are
admitted by competitive examination and 95% of its graduates are
admitted to four year celleges.

(4) On the other hand, a candidate attending a regular high schoel,
taking a normal science and math sequence with language and his-

tory, and a minimum program of four major subkjects, might receive a
rating of 60.

{5) The candidate who iz not on the college preparation track, has not
taken the normal math or science sequence, has taken little or no
language, may have taken applied math or science, in a secondary
school whose mission is teo train young people for skilled jobs,
might be rated 20 or 30.

LEADERSHIP:

(1} Serving as Student Council Officer, president of the Junior Class,
Varsity Team Captain or Co-Captain, or Managing Editor of the high
school newspaper is significant evidence of leadership ability.
Someone who has had all of these responsibilities would rate a &0,
Those with lesser leadership experience would be scored proportion-
ally lower. No experience at all might rate a 20.

(2) You may find that a candidate has nect put all experiences down on
the application. Proper questions on your part may reveal other

leadership experiences the candidate has had which will help you in
determining the rating for this area.

POISE AND PRESENCE:

(1) Does the youngster have an upright, straightforward bearing? Stage
experience? Debate experience? Are questions answered clearly and
with facility? Are thoughts expressed logically and in grammati-
cally cerrect English? Is the candidate obviously at ease in the
interview situation, able to maintain poise and bearing? Do you get
the feeling that this young perscn is a leader?

{(2) A candidate meeting all of the above would rate a 50. The 60 cat-
egory might be reserved for the exceptionally outstanding person.

RECOGNITION:

{l) Is the candidate a member of the National Honor Society? HonorRoll?
Special School Award? Does the candidate have a Civic award such as
American Legion or Jay-Cees award?

(2} A candidate having four or more significant awards such as the Na-
tional Honor Society, weould rate an 80; 70 for three awards, etc.
Newsboy carrier pin would be considered a minor award.
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PARTICIPATION:

{(l} Is the candidate a member of the Student Council, clubs or band?
Does the candidate play sports outside of school {ice skating,
skiing, bkall}? Intra-mural sports?

(2) A candidate who belongs to many organizations and participates in
many might rate an 80.

{3) The quality of the participation of course is very important. The
candidate may list a lot of minor activities and passively partici-
pate in some or not too much in others. This should get a rating of
50 (see Enclosure 20). However, extensive participation in a de-
manding activity as a leader may outweigh all the minor listed
activities.

SPORTS:

The candidate who participates in three seasonal major varsity sports,
achieves a varsity letter in each, and is All-County or All-State in cne
or more of them, should be rated 100 in this category. No school sports
at all in the Freshman, Scphomore and Junior years should be rated 20.

APPLICATION AND ENDURANCE:

Does the candidate have good work and study habits? Does the candidate
persevere? Significant job experience after schocl or summers? Remember,
a student who has been busy earning money during out-of-schocl hours has
been making useful application of time. In fact, the candidate with a
record of strong work habits should be successful at the Academy.

INTEREST IN THE CCAST GUARD AND/OR SERVICE CAREER:

{1} This factor, i.e.: motivaticen, is most difficult to evaluate. Let-
ters of recommendation may help. Any indication that the candidate
is primarily motivated by the “Free Education” should be carefully
evaluated in light of career potential. In these days of extensive
financial aid, most youngsters can attend cecllege though may not be
able to afford a top quality, high tuition institution. Lock for
evidence that applicant leoking for or being pressured to take a
“Free Week” at the Academy. The level of parental influence should
be evaluated.

{2) Research has indicated that the individual who is unsure of the
intended college major is less likely to complete college. Is the
candidate aware of the military aspects cf the Academy? The fact
that a candidate comes from a service family or has some relation-
ship with the Coast Guard Auxiliary might ke considered here, since
such a candidate should be aware of the ramifications of a military
career, thus indicating a higher possibility to persist te gradua-
tion from the Academy. Determine the extent of candidate’s knowl-
edge of Ccast Guard missions and responsibilities. Ensure the can-
didate is aware of the job a Coast Guard officer does.
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PERSONNALITY:

This area is alsc difficult to judge. Your questions should be designed
to determine the candidate’s dependability, perseverance,
self-confidence, emotional stability and alertness. Any note of bitter-
ness, depression, non-conformity (caution: don’t confuse nonconformity
with willingness to question ideas and concepts) should be evaluated
carefully. The degree to which the candidate interacts well with others
may provide some indication of this student’s abkility to accept disci-
pline, certainly an important factor, After the relatively short inter-
view session, you may find, however, that your rating will be based on
an overall feeling you have about the candidate.

WRITING:

{1) Writing ability is of considerable concern for cadets and Coast
Guard officers. The Academy feels this aspect should be taken into
consgideration in a “whole-person” evaluation. Insofar as possible,
rate the candidate on his or her brief compositicon about why he or
she would like to be selected for the AIM program.

{2) Again, this may have to be a one-shot impression after reading it.
Look for clarity of expression, including directness. The logical
and reasoned development of the ideas should be apparent. The writ-
ing should be free of grammatical, punctuation and spelling errors.
Teoo many words, redundancy, and a lack of precisien in word choice,
mark clarity.
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AUTHORIZATION FOR MEDICAL CARE AND MEDICAL RELEASE - Sample Form

PRIVACY ACT STATEMENT: Inaccordance with 5 USC 552(a)(3) , and 14 USC SEC 182 (For Training purposes in the Career
Counselor Manual this statement in it's entirety has been omitted to conserve space).

| {(We), the undersigned, am {are) the parent (s) and/ or legal guardian {s} of the person of a
minor, being under the age of eighteen {18} years. | (We) have specifically granted my {our) said Child permission to attend 'Ihe
Coast Guard Auxiliary Academy Introduction Mission program, {Project AlM}, to be held at the U).S. Coast Guard Academy in New
London, Connecticut from July 2000 to July 2000.

To the best of my (our knowledge and belief my (our) said child has no mental or physical defects, diseases, or impairments, and
during such program he / she may engage in physical activities, including drills, exercises and sports.

In the event that my {our) said child,, should become il or injured while participating in this program, including the period of ime
while my (our) said child is traveling from his / her place of residence to the U.S. Coast Guard Academy, while at the U.5. Coast
Guard Academy, and returning from the U.S. Coast Guard Academy to hisfher place of residence, | (we) hereby authorize
medical personnel, including trained nurses and “paramedics,” to administer drugs, medication, blood, and medical treatment, to
include emergency first aid and surgery, should such be necessary in the opinion of said medical personnel, to protect the life,
health, or safety of my (our) said child. All decisions concerning medical treatment of all types may be made by such medical
personnel.

lin the event of an emergency | (we) can be contacted at the following :
telephone number(s):
andfor address(s):

| {we) further agree that any and all medical treatment deemed to be necessary and appropriate, in the opinion of such medical
personnel, may be undertaken without nefification to me (us). | (we) further represent and agree that in the exercise of the
discretion in selection of medical facilities, medical personnel, the U.S. Coast Guard, the U.S. Coast Guard Awiliary, and the
officers, members, personnel, and employees therecf, are hereby released, indemnified and held harmiess from any loss or
liability they, or any of them may incur or suffer by virlue of acts or omissions in pursuance of the premises hersin set forth. |
(we) further agree to reimburse the said U.S, Coast Guard, U.S. Coast Guard Auxiliary, and the officers, members, personnel,
and employees thereof, for any and all costs and expenses they, or any of them, may incur, in connection with such medical
treatment.

Medical and Hospitalization coverage insurance, which includes coverage of my (our) said child, is in force and effect, being
policy(ies)

Policy Number(s):
Writen by:

{insurance company{ies) (if none. state “none”).

I (WE)}HAVE READ AND UNDERSTAND THE AGREEMENT HEREIN CONTAINED:

Witness my (our) hand(s) this day of day of 20
Father Mother Guardian

STATE OF

COUNTY OF

ON THIS, the day of .20

BEFORE ME, the undersigned authority, personally

appeared known to me to be the person (s) whose
name {s) is (are) subscribed on this instrument and who signed the same in my presence and {s) he (they) acknowledged to me
that (s) he (they} executed the same as their free act and deed and that the same are true and correct.

(NOTARY SEAL} Notary Public {name)
State County

ANSC 7021 (sample)}
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0

MUST BE TYPED ON USCG AUXILIARY LETTERHEAD PAPER

TO John Buoy (DSC-CC)

FROM Sally Reflector (S0-CC)
DATE 30 April 99

SUBJECT DIVISION ##AIM CANDIDATES

1. The following is the numerically ranked list of AIM Candidates with
AIM Selection Scores of 6500 or above from Division ##.

Name Social Security Number Selection Score Ethnicity Gender
XHXK HXKXXX X¥X XX XXX 7000 Hispanic Female
XHXAX XXXKXX XXX XX XXXX 6700 Black Female
XEXH KXEXX XXX XX XZXX 6600 Hispanic Male
XXXK XXXXXX XXX XX XZXX 6500 White Female

2. Division XX had its best AIM year ever, both in quality and quantity of
applicants. We attribute this te an increased effort to promote the Academy and
ATM Program within the local media. Also, our college fair attendance has
increased due to an increased number of flotilla members willing to assist with
the program. The fleotilla public affairs officer contacted the local media.
Improved AUXMIS reporting of hours helped members be recognized. **{USE THIS3
PARAGRAPH AS AN OPPORTUNITY TC GIVE FEEDBACK ON AIM PROGRAM UP THE CHAIN OF
LEADERSHIP AND MANAGEMENT.

ALSO ANY SPECIAL INFCRMATION ABOUT CANDIDATES SHOULD BE NOTED HERE)

Sally Reflector
{50-CC, Division XX}

Enclosures: Candidate Applications For AIM

(**NOTE: DSO-CCs should use this same format for their cover letter when forward-
ing their District Candidates to the AIM Project Officer. The only differ-
ence is that the DSQ should put “P” next to the AIM Selecticn Score
for all “Primary” Selectees and an “A"” for Alternates. D30-CCs are
encouraged to provide feedback about the status of AIM in their re-
spective Districts to the AIM Project Officer at CGA and DVC-PA in
paragraph two.}
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MUST BE TYPED ON USCG AUXILIARY LETTERHEAD PAPER
Date
Applicant Name
Address

City, State, Zip Code

Dear (insert applicant’s first Name):

Thank you for participating in our “Project AIM” Evaluation Board. Unfortu-
nately, our process was extremely competitive this year and you were not
selected to be an AIM participant (elaborate if medical reason}. The Evalua-
tion Board was impressed by your many accomplishments and potential to attend
the Cecast Guard Academy and pursue a pessible Coast Guard career.

I strongly encourage you to apply for admission to the Academy this coming
fall. Participation in Project AIM is not a prerequisite for admission to the
Academy.* Histerically, a significant number of individuals who were not
selected for AIM have received appointments to the Academy. Please contact me
if you would like guidance concerning Academy Admissions procedures or infor-
mation about many of the other programs offered by the Coast Guard.

I wish you the best of luck in the future.

Sincerely,

{NAME)

U.5. Coast Guard Auxiliary

Career Counselor

Street Address

Telephone and E-mail {if available)

* If your district is holding an AIM “Orientation Program”, invite this indi-
vidual to the event.
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MUST BE TYPED ON USCG AUXILIARY STATIONARY OR LETTER HEAD

Applicant Name Date
Street Address

City, State, Zip Code

Dear (insert applicant’s first name):

I am pleased to inform you of your choice by the Coast Guard Auxiliary as a
(primary or alternate) selectee for “Project AIM”.

Project AIM week for primary selectees will be held at the United States Coast
Guard Academy in New London, CT. AIM week will begin on and will
continue through . You may be asked to arrange for transportation
te the Coast Guard Academy in New Lendon, CT and to pay a $125.00 fee that
will cover your meals while at the Academy.

Unfortunately, for alternate selectees, the number of positions for AIM Week
is limited. The Academy will fill any vacant “primary” slots with alternates
during the next few weeks. Academy perscnnel will notify you immediately if
you are chosen to fill one of these wvacant positions.

If for any reason you will not be able to participate, please notify me imme-
diately. Additional information ceoncerning your time of arrival, departure,
and perscnal articles to bring will be sent to you within the next few weeks.

Congratulations on your selection. Thank you for your interest in the Coast
Guard and your participation in the AIM program.

Sincerely,

(Name}

U.S. Coast Guard Auxiliary
Career Counselor

Address

Telephone and E-mail (if available)

Copy: Guidance Counselor High School
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Academy Letter Head
June X¥, 20XX

Dear AIM Selectee:

Congratulations on being selected as one of the two hundred participants
in the XXXX Academy Intreducticn Mission {AIM)}. My staff and T look
forward te your arrival on July XX, XXXX¥. We ask that you come ready to
work hard, and ready to learn about the Coast Guard Academy and the
Coast Guard.

Remember, AIM is designed to give you a realistic introduction to cadet
life, with the major emphasis focusing on Swab Summer activities. You
should be prepared to participate in physically strenuous activities
such as running, swimming, calisthenics, push-ups, and the interplatoon
athletic competition. Do net come expecting a summer camp. Be prepared
to be challenged, both physically and mentally.

Throughout the week you will be exposed to many aspects of the Academy
and the Coast Guard through lectures and actual hands-on experiences.
You will have the opportunity to meet, formally and informally, with
cadets and officers, and have your questions answered. By week’s end,
you should be well informed to decide if the Coast Guard Academy is
right fer you.

Enclosed you will find a Pre—Candidate Questionnaire {orange form),
Academic Majors Overview and Academic Day Majors Request Forms. We ask
that you complete the Pre-Candidate Questionnaire at home and bring it
with you. When you arrive, we will cocllect the Pre—-Candidate Question-
naire and your check for $125.00 made out to the COAST GUARD AIM PRO-
GRAM. Please complete the Academic Day Majors Request Form and return it
te me by July 1* XXXX.

If you have any questicns concerning AIM, please contact your lecal
Ccast Guard Auxiliary ATM sponsor. If you need further assistance, you
may call me at (800) 883-USCG.

Sincerely,

). 6. T $.9.9.0.9.9.0.4
Lieutenant (jg), U. S. Coast Guard

ATM Program Coordinator

Encl: (1} Pre-Candidate Questionnaire
(2) Academic Majors Overview Form
{3) Academic Day Majors Request Form
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ACADEMY INTRODUCTION MISSION (AIM)
INFORMATION SHEET

Arrival/Departure: AIM participants are to arrive at the Coast Guard Academy
AFTER 12:00 noon on Monday, July XX. Check-in will be at the Chase Hall Con-
ference Room. Participants should plan on departing the Academy between 9:00
a.m. and 11:00 a.m. on Sunday, July XX. However, earlier departures can be
accommedated as early as 4:00 a.m. on July XX.

Transportation: Transportation between the participant’s home and New London
is the responsibility of the participant and/or the Coast Guard Auxiliarv. The
Academy will provide transportation to and from Providence and Groton/New
London airports, the New London train station, bus station, and ferry terminal
only on July XX and July XX.

Housing: The Academy will furnish housing for all participants from July XX
through July XX. If housing and subsistence are required either before or
after AIM Week, it will be the responsibility of the student to make necessary
arrangements. THE ACADEMY CANNOT ACCOMMODATE ANY EARLY ARRIVALS OR LATE DEPAR-
TURES.

Articles to bring:

-Dark Blue Shorts (3-4 pair) -Light Blue T-shirts (3)

-Bluejeans -Towels (3)

-Bathrobe and shower shoes -Underwear {10}

-Swimsuit {one plece recommended) -Light jacket

—Athletic socks (10} —-Check for $125. 00 made out to COAST GUARD AIM PROGRAM
-Comfortable Shoes -Toiletry Articles

-Baseball type cap -Gym Shoes or Sneakers

-Washcloths (2} -Wristwatch

-Medications (if required)* -Pencil and paper

~Money {telephene, laundry, souvenirs} ~Laundry Bag

(* If the student is on any medication({s), they must bring a letter from a
physician indicating the medication{(s) being taken, dosage and the student’s
ability to participate in the week’s rigorous physical activities.)

Contacts (during the week): To contact participants in the event of an emer-—
gency prior to 4:00 p.m. EST, please call LTJG XXX XXXXX, ATIM Project Officer
at(800)883~USCG. For after hours emergencies, please call the Cadet Watch
Office at {(860) 444-8294,
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[OEATT MENT OF
TRANSP ORT AT ON U. 8. COAET GUARD AUILIARY

L2 COAST GUARD AIM CANDIDATE TRAVEL WORKSHEET

ANSC 7002 (1280 )

DIRECTOR OF ADMISSIONS (This form canorly be

U.S COAST GUARD ACADEMY submitted bythe DOD-CC

15 MOHEGAN AVE no laerthan1 ALY ) DATE

NEW LONDON, CT 08320-4195 From DISTRICT

TEEPHONE HOME[ ) BUSIN E3S(
65 1. CAND IDATE INFORMATION Eahssistars
AL |inmu SNALL DE COMPLETED. LEAAS A0 BLABY IPASET

FULL NAME MALE [] TOTAL SCORE
MAILING ADDRESS FeMaLE
OITY. STATE. pra| = SBAN

PARENT(sY GUARDIAMN (H) B)

RO S T

R A i,

TRAVELUNG TO:  NEWLONDON [ TRAVELING FROM: NEW LONDON []
PROVIDENCE [] USCGA [ PROVIDENCE [] uecea [
HARTFORD [] HARTFORD [

ARRIVAL DATE: TIME DEPARTURE DATE TIME

ARRIVAL VIA: PLANE*[] TRAIN [] |DEPARTING VIA: PLANE* (1 TRAIN [J
AUTO [J FERRY [] BUS [ AauTO O FERRY O BUS [

*AIRLINE & FLIGHT # *AIRLINE & FUGHT #

AN Al REFRESENTATIVE IWILL ARRANGE TO PICK UP AND RETURN
CANDIDATE TO HIS / HER TRAVEL MODE ON PRESCRIBED DATES ONLY

AT 2 . ATV WEEK REQUIREMENTS CRITERIA B2 LA A,
THE FOLLOWING AIM WEEK REQUIREMENTS ! CRITERIA HAVE BEEN DISCUSSED WITH
THE CANDIDATE BY AN AUXILIARY CAREER COUNSH OR.

AMPLE AND PROPER PERSONAL GEAR YES [ nNo []
AMPLE MEAL HOUSING, AND SPENDING MONEY yeS O NO [
PHYSICALLY FIT FOR STRENUOUS PARTICIPATION YES [J NO [
DOES CANDIDATE TAKE ANY MEDICATION 7 YeES O NO [

If "yes, what kind and how oftert?

DOES THE CANDIDATE WEAR CORRECTIVE LENGES ?

It yes" gasses [] and/ or cortactlenses |:|
BESUREALL D Eﬁpié:g:“@“::ﬂ:?m‘“'&.:‘mmw
COPIES ARE LEGIBLE BC-PAA -Ca o Countelor - Allanttc Brandy Chiet
TO: D50 -CC - Diewict Staw OMmoer - Cave r Counsior

Pr wioue » diions ane obeohre
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{irsirudtions for A4 9C 7022 (1200)

AIM CANDIDATE TRAVEL WORKSHEET

A GENERAL - This travel workehast shoald be complatad by the District Staff Caresr Counselor,
DS O- G, for asch AIM candidate's »chechila

B. HEADER INFOEMATION
1. DATR . Enter date copnpletad in DDYMM/Y Y forinad.
2. FROM - Enter district submitting travel schachle
3. DEO-CJ - Enter DSO- GC narne, hovoe arid businsss telephone nurmber

L SEO'I‘ION 1. CANDIDATE INFORMATION - ALL SPACES MUST BE FILLED,
Full iVarne- Enter the full name of the candidate (Last, Firet, Midde).

2. Gamder - Check the apmropriatebos

3. Scove - Enter the condidatay total wcore,

4. Addresr - Enter the candidate's coonplete madling sddrers,

5. School# - Entar the candidabe'y vchool nuraber,

6. SSHN - Enter the candidate's Social Secarity Nwaber,

7. Parent(x)YGumdian(s) - Enter the nstns, (H) homne and (B) buvinew telephone nwmber of the
candidata's parent(s) or grardisnis),

D. SECTIONII . TRAVEL, INFORMATION - Cornplata thiv soheduls for both travel to sid frown the
Aradierer,

1. Check thelsst xtop of the candidate's cornrnercial travel schacale, irdicating whave the
candidate ix tobe met,

2. Arrival - Coenpletewith candidata'y arival dete and time,

2, ArrivalVia - Indicate the candidate's txaval roethod,

4. Airline Flight # - Comnplete with the aidire nane and flight ramber seriving at snd
departing froen destination,

& Indicate if the canctidate will recpuire scdrs housing and rmaals bacavye of traval conunct cne
and xhovr the dabe(s) naaded.

E SECTIONII - AMWEEK REOITREMENTS CRITERIA
1. Al questions showld have been disonaved with the condidate, If thiz sabject has not been
dircrrsmd, it must ba discassad bafore traveling.,
2, Ithecandidate tales medication(s) indicate what the medications) isare and freqmency,
3. Ithe canclicdiste wasey corractive lanver, chack the sppropriste bom for glarser or condact
Jmrney,

E SECTION - WORKSHFET Dx BT N
1. Diziribulscopiay sccording 40 the distribution insimctione,
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COAST GUARD PROGRAM GENERAL REQUIREMENTS

REGULAR ENLISTED PROGRAMS

Regular enlistment in the Coast Guard offers applicants a variety of job/
career options, many of which include guaranteed training. Guaranteed Class
"A" Schools, guaranteed geographic assignment, accelerated advancement, and
enlistment bonuses may be available to qualifying applicants. Because enlist-
ment bonus amounts and qualification requirements for various enlistment
incentives are subject to change, consult with RIC on a regqular basis.

I. REGULAR ENLISTMENTS/NO PRIOR MILITARY SERVICE.

A. AGE: 17-27. Applicants must not have reached their 28th birthday.
17-year olds require parental consent.

B. PHYSICAL: Must be in good physical condition and pass a physical exami-
nation.

C. EDUCATION: High school graduates preferred. Applicants with a GED may be
accepted. Check with RIC and refer applicant to recruiter.

D. WRITTIEN EXAM: Applicants must obtain score of 40 or higher on the Armed
Services Vocaticnal Aptitude Battery (ASVAB). Eligibility for specific
Class “A" Schools may require meeting or exceeding minimum scores in one
or more sub-tests within the ASVAB. Check with RIC on requirements for
various Class “A” Schools.

E. CHARACTER: Must be of good meoral character, ideally with no police
record or drug or alcohol-related incidents. Some minor infractions of
the law may not necessarily disqualify applicant. Recruiter will review
record and decide.

F. DEPENDENTS: Canncot have more than two (2} DEPENDENTS. Single parents
with sole custody of minor child are not eligible to Jjoin.

II. REGULAR ENLISTMENT/WITH PRIOR MILITARY SERVICE.

A, AGE: Applicants must not have reached their 30th birthday. Prior ......
service members enlisting in pay grade E-4 or above must not have .....
reached their 40th birthday. Exceptions may ke granted to those enlist-
ing in accordance with the current open rate list. Consult with the RIC.

B. PHYBICAL: Same as I.(B).

C. EDUCATION: Same as I.(C).

D. WRITTEN EXAM: Same as I.{D}.
E. CHARACTER: Same as I.(E).

F. DEPENDENTS: Petty Officers enlisting in accordance with the Open rate
List must not have more than three (3} dependents.
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III. TERM OF ENLISTMENT.

A. NO PRIOR SERVICE: Enlist for 2, 3, or 4 years active duty. Each program
has an additional period of obligated active reserve and/or inactive
reserve service.

B. PRIOR SERVICE: Enlist for 4 years. Must complete eight (8} weeks of
basic training at Cape May, NJ.

C. PRIOR COAST GUARD: May reenlist for either 3, 4, 5, or 6 years.

NOTE: The Four-Year enlistment is the conventional enlistment of choice. This
enlistment not only helps the Cecast Guard but the individual enlistee as well.
The neonprior service enlistee can qualify for and receive guaranteed Class “A”
School and other enlistment incentives not available with the 2- and 3-year
initial enlistments.

RESERVE ENLISTED PROGRAMS

The Coast Guard Reserve is one of the most rewarding part-time jobs available.
Through active drilling, Reservists perform duties which are in direct support
of active duty operations. This means that in the Coast Guard, a Reservist is
a vital part of “Team Coast Guard” with their contributions being made on a
part-time basis. This is a major advantage over the other Armed Forces, where
Reserve Forces generally drill in a training situation enly and rarely, if
ever, encounter their active duty counterparts.

I. RESERVE ENLISTMENT/WITH NO PRICR MILITARY SERVICE.

RK PROGRAM: An 8-year enlistment program for applicants 17-27 years old.
Known as the student program, it applies to full-time students (high
school juniors and seniors and college). This enlistment program con-
sists of a split-phase of initial active duty; during the first summer,
students attend 8 weeks of recruit training at Cape May, NJ, then are
released from active duty {RELAD) to return to school. During second
summer, they attend Class “A” School, then RELAD to Reserve Program. A
6-year drilling requirement commences after Phase One and continues
after Phase 2, with 48 annual drills and 12 days of Active Duty For
Training (ADT}*.

RP PROGRAM: An B-year enlistment program for applicants 17-27 years old.
Known as the Petty Officer Selectee program, it requires individuals to
attend 8 weeks of recruit training at Cape May, NJ, followed by guaran-
teed Class “A” Schoel. Upon completion of Class “A” School, individuals
RELAD to the Reserve Program for 6-year drilling commitment with 48
annual drills and 12 days of annual ADT*.

RY PROGRAM: An B-year enlistment pregram for applicants 17-26 years old.
Requires individuals to attend 8-week recruit training at Cape May, NJ,
followed by 30 days on-the-job training {(OJT). Following completion of
the OTJ training, applicants RELAD to Reserve Program for é-year drill-

2
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ing commitment of 48 annual drills and 12 days of ADT*.

EX PROGRAM: An H-year enlistment program for applicants 26-39 years old
with no prior service. Enlisted as direct petty cofficers (E-4 to E-6)
based on civilian job skills and needs of the service. Requires indi-
viduals to attend a 2week Basic Indeoctrination Class (REBI}) at Cape May,
NJ.

*The required 4% annual drills and 12 days ADT may be served on a flex-
ible schedule determined between the applicant and the Coast Guard unit
where applicant drills. This is especially helpful to those applicants
attending schocl/college or theose with rigid work schedules.

II. RESERVE ENLISTMENT/WITH PRIOR MILITARY EXPERIENCE.

Physical, education, written exam, and character requirements are the
same as those for Regular Enlistment/No Prior Service, For applicants to
the RK, RY and RP programs, number of dependents allowed is the same as
these for Regular Enlistment/Ne Prior Service. For applicants to the RX
program, number of depends is the same as those for Regular Enlistment/
With Prior Service.

RQ PROGRAM: An enlistment program of 2, 3, 4, 5, 6, or 8 years for prior
service members with no remaining military obligaticn. Constructive age
of applicant (actual age less years of active duty or active reserve
service) must not exceed 40 years. Prior service (non-Coast Guard} must
attend Z?-week REBI course at Cape May, NJ. Prior service (Coast Guard}
separated for more than 5 years must attend a l-week version of REBIT.
Prior service {Coast Guard) separated for less than 5 years report
directly to the Reserve Program for 48§ annual drills and 12 days ADT*.

RN PROGRAM: For prior-service (non-Coast Guard) applicants who have not
yet completed their initial military obligation. Age regquirement are the
same as for the RQ program. Length of enlistment must equal the number
of years yet owed to the losing service but not lesg than 2 years.
Applicants attend 2-week REBI at Cape May, NJ, followed by 48 annual
drills and 12 days ADT* until completion of service obligation.

RJ PROGRAM: For pricr-service (Coast Guard) applicants who have not yet
completed their initial military cbligaticn. Requirements are the same
as RN program except that applicants report directly to the Reserve
Program and do not attend 2Z-week REBI at Cape May, NJ.

CFFICER PROGRAMS

The purpose of Coast Guard Officer Programs is to provide the Coast Guard with
individuals who possess educational and leadership attributes necessary to
serve the nation as Coast Guard Officers. These programs range from broad to
specific, depending upon the needs of the Coast Guard. Under the direction of
the Coast Guard Recruiting Center, Coast Guard recruiters are tasked with the
complete processing of most of the officer packages. This means that Auxiliary
Career Counselors should also be familiar with officer preograms heyond Coast
Guard Academy opportunities to help identify prospects and potential appli-
cants.

I. COAST GUARD ACADEMY: The requirements and application procedures to the
Coast Guard Academy are addressed in the AIM. section of this manual and
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in the current year Academy viewbock.

II. OFFICER CANDIDATE SCHOOL (OCS):

A. AGE: Applicants must be at least 21 but not more than 27 years old by
the OCS convening date.

B. PHYSICAL: Applicants must be in good physical condition and pass a
complete physical examination.

C. EDUCATION: Applicants must be in their senior year of college or hold a
baccalaureate degree from an accredited college,

D. WRITTEN EXAM: Applicants must obtain a minimum qualifying score on
either the Scholastic Aptitude Test (SAT), American College Test {(ACT),
or Armed Forces Vocational Aptitude Battery (ASVAB). Any test’s most
recent score is valid with ne limitation on what year the test was
taken.

E. CHARACTER: Applicants must be of good moral character with no pelice
record, as well as no drug or alcohol-related problems. Some minor
infractions may not necessarily be disqualifying. Check with RIC for
record review.

F. DEPENDENTS: Not more than three dependents.
G. CITIZENSHIP: Applicants must be U.S. citizens.
H. MILITARY EXPERIENCE: No prior service required.

I. APPOINTMENT GRADE: Satisfactory completion of 0OCS results in a commis-
sion as a Temporary or Reserve Ensign (0-1).

J. TERM OF SERVICE: Following graduation from OCS, officers are obligated
to three (3) years of active duty, followed by five (5) years inactive
reserve time.

III. SPECIALIZED COMMISSIONING PROGRAMS: There are a number of very specific
officer recruitment programs for which the Coast Guard has a defined need.
These Direct Commission programs include: Lawyers, Aviators, Maritime Academy
Graduates, Engineers, Prior Trained Military Officers (PTMQ), Licensed Offic-
ers of the Merchant Marine, and Environmental Managers. Because these pregrams
are subject to change, you should always check with the RIC in regard to the
latest direct commission program details.

IV. SELECTED RESERVE DIRECT COMMISSION PROGRAM (RRDC}: This program has very
limited billets which must be verified by the RIC,

A. AGE: Non-prior service applicants must be at least 21 years of age but
not have reached Heir 38th birthday by selection date. Prior military
service may be used for applicants up to age 47 but constructed age
factual age less years of active duty or active reserve time) must not
exceed 36.



Enclosure {32} to COMDTINST M1100.3

B. PHYSICAL: Applicants must be in good physical conditicn and pass a
complete physical examination (no medical problems or diseases).

C. EDUCATICN: 60 college credit hours or at least 25% score on all College
Level Examination Program (CLEF} exam portions.

D. WRITTEN EXAM: Same as II.D.

E. CHARACTER: Same as II.E.

F. DEPENDENTS: No requirements.

G, CITIZENSHIP: Applicants must be U.S. citizens.

H. MILITARY EXPERIENCE: Check with RIC for current directives.
I. APPOINTMENT GRADE: Ensign (0-1)

J. TERM OF SERVICE: Check with RIC for current directives.

V., COLLEGE STUDENT PRECOMMISSICNING INITIATIVE {(CSPI). This is a scholarship
program for college sophomores or junicrs attending Historically Black Col-
leges and Universities, member schools of the Hispanic Association of Colleges
and Universities, and cther approved institutions of higher learning. Persons
selected attend eight weeks of military training curing the summer and, after
graduation from college, attend the 17-week Officer Candidate School (QCS),
resulting in commissioning as an Ensign in the Coast Guard. Eligibility re-
quirements mirror these for OC5 applicants and persons selected for the CSPI
scholarship must maintain a 2.5 Grade Point Average {GPA) or better.
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CG RECRUITING MATERIALS (EXCLUDING CG ACADEMY)

This section describes the Coasat Cuard recruiting materials and will
help you get best use from the current brochures. From the first fiicker
of interest in a prospect’s eyes to the time they sign on the dotted
line, there is a different recruiting piece to help you sell the Coast
Guard. If used at the proper time, these brochures can be very powerful
sales tools. In addition to the variety of brochures, applicants can
obtain timely, helpful information on the various recruiting programs
available through the Coast Guard from two other sources: toll-free
phone numbers and Web sites. At present there are two toll-free numbers:
1-800-GET-USCG and 1-877-NOW-USCG. The Coast Guard’s recruiting Web site
is www.,uscg.mil/jcbs.

a. LEAD GENERATORS. These are small information brochures that usually
include a& tear-out Business Reply Card (BRC) attached. Lead genera-
tors are available for both Regular and Reserve enlisted programs.
“Ready For Action” is used for persons interested in Regular en-
listed programs, while “Want To See Some Action This Weekend?” is
for Reserve enlisted programs. These small brochures are designed to
get persons interested in either program. They are short and excit-
ing, designed to gain a prospect’s interest and get them to come
back for more. Lead generatcrs are inexpensive so you can use them
freely. Use them at school career days, fairs, boat show booths,
malls, ships, etc.

b. FULFILILMENT BRCCHURES. These should be given to persons who have
already received a lead generator and are looking for more informa-
tion, or to a qualified lead (pre-screened for meeting the minimum
qualifications). “Jobs That Matter” is for both Regular and Reserve
enlistment programs. A candidate you have talked to at a career
fair, or a walk-in who has been pre-qualified are likely prospects
for a fulfillment piece. These are expensive and not to be freely
handed out or given to ungualified people.

¢. ENLISTED CAREER GUIDE. “QOpportunities For Action” is the enlisted
career guide. It is the most expensive piece of literature in yeour
inventory. Ideally, the career guide should be given to a serious
prospect who has been pre-qualified, has received a fulfillment
piece, and is very much interested in joining the Coast Guard.

d. MISCELLANEQUS AND SPECIALIZED LITERATURE. “One Day” and”The Many
Missions Of The Coast Guard” are inexpensive recruiting pieces that
can be distributed along with a lead generator. The “Officer Pro-
grams Folder” and “Direct Commission” inserts should be used exclu-
sively for 0CS and related direct commissioning program candidates.
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